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COLLEGE HANDBOOK .

The Policies of the Board of Trustees of the State University of
New York-require the chief administrative officer of each college to be
* responsible for the preparation and publication of a college handbook.¥
’ - \ ’
- "Such handbosk should include an administrative organization
chart, a statement of administrative responsibilities, faculty
by-laws, ‘local policies and such other information. concerning
the college as he may deem advisable and shall be made available
to all members of the academic staff of the college . .

i
y This publication by statement or reference is intended.as a
comprehensive guide to individual faculty members in their participation

in the dally acth1b1es of the college.

>

, They 11 find here statements af pelicy and guides to procedures
whicg,afe/lntended to minimize cohfus1on and increase professional efforts. 1.
Y . * &

‘Prepared by the Vice Pregident for Academic Affairs
N .

. ,

g *State University of New York, Pollq;es of the Board of Trustees,

< February 1, 197h, p. 6. S t
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ADMINISTRATIVE REQPONSIBILITIES

Chancellor:

The Chancellor is the chief executive officer of the State
University of New York. He is responsible to the Board of Trusteed
for those poWers, duties and responsibilities assigned to him. He
is a voting member of the Geneseo faculty and a member of the local
Administrative Conference.

-

Vice-Chancellor fer Academic Programs: s

»

The Vice-Chancellor for Academic Programs is an executive
officer of ‘the central staff of the State University of New York
who is respohkgible to- the Chancellor and the Board of Trustees f
those powers, uties and responsibilities assigned to him. He is
a voting membel of' the Geneseo faculty. :

»

College Counci

Under gegleral policies determined by the Board of Trustees

_the State University, the College Council reviews,6 all major

plans of the ollege which are defined- to include plans for the
appraisal or improvement of the faculty and other personnel, ex-

‘pansion or restriction of student admissions, appraisal or improve-
"ment of academic programs and of standards.for the earhing of degrees

expanslon of institutional plants and appraisal’ or 1mproVement of

student activities and housing. . . v
4 - - . —

The Council also makes regulations governing'the'care, custody

and management of lands, grounds;, buildings and- equipmenty reviews

@@udget requegts; fosters the development of citizens' advisory com-

mittees; names buildings dnd grounds; makes$ regulations governing
the conduct and behavior of students, prescriﬁes.for and exercises
supervision over student housing and safety; makes an annual report
to the Board of Trustees; makes and amends regulations pertaining to
the affairs of the College; recommends to the Board of Trustees
cgndidates for app01ntment as President of the State WUniversity

,College at Geneseo; and performs such other duties or implements such

powers as may be authorlaed by the State Unlver31ty Trustees. .

The College Council consists of ‘twelve members, of whom nine are
appointed by the Governor with one member designated by the Governor
to serve as Chajirperson of the Counc1l These nine members serve
for nine years and receive no compensatlon for .their services. - Three
members serve as, representative -persons of .the alumnl, faculty ‘and
student bodies. These three are chosen by their respective groups
and serve as non-voting advisors at .reguldr Courltil meetings. Counél
Executive or Special Sessions do not 1nclude the representat1Ves of

alumni, faculty or student groups ) /).

. N
‘ \ .
. » ° \\l
"



ADMINISTRATIVE RES?ONSIBILITIES

)

OFFICE OF THE PRESIDENT . o ‘
2/
The Pregident. is the chief administrative officer of the State Uﬁiversity
College at Geneseo. He is responsible to the Chancellor of State University and
the Board of Trustees, and is directed to promote the development and '
effectiveness of the College through the supervision of members of the professional
. and non-academic staff. At the campus level, he has sole legal responsibility for -

appointment, reappointment, promotion, ,and separation from.service of members of

the professional staff. In addition, the President prepares and recommends the
annual budget request. of the Co;;eg ’

. . President:

The President administers the academic program of the College through the
o Vice President for Academic Affairs and must approve all course or program
) changes, additions, deletions or alterations prior to their becoming effective.
He makes recommendations to the Chancellor and Board of Trustees &nd to the
College Council concerning the operation, plans and development of the College
facilities,yand gives general supervision to the alumni and public relations
activities. Through the Vice Presidents for Business .Affairs and -Student Affairs,

4/< the President supervises the business and student af?airs operations of the
- College.

. ‘ ’

S The President is appointed by the'Board of Trustees, after receipt of thes
A recommendations of The State University and the College Council, and serves for a
five-year term which is subject to renéwal.

Cabinet: o ' o ’

The President's Cabinet is comprised of the Vice Presidents for Academic
.+ Affeirs, Business Affairs, Student Affairs and the Assistant to the President.
s The Cabinet meets regularly and at the call of the President and is advisory to

. the President on all matters affecting the College. The Cabinet also coordinates
the policies and activitigs of the three major administrative subdiv1sions of 2
_‘the College. > ’

~ f

:Kﬁsistant to the President:

¥
. '

. . The Assistant to the President is directly responsible to the President.
TheuAs81stant serves as the President's representative in scheduled consultation
sess1ons with the campus unions, asgists in the preparation of routine correspond-
ence and the President’'s Annual Report, and assists in coordlnation of intra-

“and 1nter—un1vers1ty relations.

. '
N .

19
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, ADMINISTRATIVE RES?ONSIBILITIES

A s

o i
OFFICE OF THE PRESIDENT, cont'd. . \ , R >

o Assistant to the President for Community Relations: ' . |

The responsibilities of the Assistant to the President for Community )
Relations involve a general effort to foster strong relationships between the |
campus and the news media; the community and alumni. He is the primary 1i i4on
between the Colle e and.the news media, and works with both campus and c
.leaders to-’ promote cooperation and understanding between the college
community. '

uni

His duties include the -supervision of public information and elated puhlic
relations prograps of the College, such as preparatiqn and dissemy 1ation of news
releases; editing the campus newspaper, The Compass, supervising/a ‘number of

" official college publications; and cooperatlng in the development of speC1al
campus materials. He alsc serves as Director of College Relatlons and Sports
Information Director.- - .

Ehg_COmpass, the collegexnewspaper, is published by the College Relations
Office and distributed free of charge to the entire campus. Articles and '
information for The Compass should be submitted as far in advance of the de51red
publication date as possible. Editorial decisions with regard to The Compass
are made by the Assistaht o the President for Community. Relations.

-
4

Thew Assistant to th President for Community Relations is available to
consult and advise faculty, staff and students with regard to publicizing .
"specidl projects and programs. He is responsible to the Pre51dent.

The College Photographerﬁls a member of the College Relations Offlce
staff. Requests for photographs should be made in advance whenever possible
‘to facilltate scheduling. :
R .. ‘ - . \/_/ .A ‘.'I

KLlumni Executive Secretary: : “

¢ 13

The Alum;?}Executlve Secretary is responsible to the President through
the Assistant tc the President. for Community Relations for malntaining liaison “
. with the alumni of the Collegé both by personal contact and through preparation ;
;. of the Alumni Magazine. Among the respbnsibilities of the Alumni Executive |
‘Secretary is that of working closely with the Offices of Admissions and Placement
' to foster therassistance of alumni in recruitment of students and ‘placement of e

graduates. The Alumni Executive Secretary is an ex-officio member of the ///
Alumni Council of” Geneseo, and assists the D1rector of College Relatlons. P
- L L
¥
. L m .

o N .
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- ADMINISTRATIVE RESPOQSIBILITIES ' .

~ Administrative Council:

COLLEGE COMMITTEES

Campus Community Council:

»
students and administrators to participate as colleagues in the development of -
a ‘treative college by devoting attention to the broad area of campus and co nunity
rélationships. The Campus Community Council also is a primary sourcp.of advice
and counsel tc the President of the College, the' Chairperson of the Faculty and
the Chairperson of the Student Central Council. '

The Campus Community Council provides évregular opportunity for the fa;;;}

% The pembership of the Qampus.Community Council reflects a wide
represen-ation of the college community. The President of the College serves as

.chairpergon of the Council, which also consists of seven faculty members, seven

stﬁ@entZ'and four aliministrators. Meetings are held each semester on a schedule
develdpéd by the Office of College Relations. The meetings are held in the

" President's Conference Room in the Erwin Administration Building.

College Adminigtrative Conferences:

]

Established pursuant to the Policies 7 of the Board of Trustees, the College
Administrative Conference is an advisory and consultative body to the Président
of the College at Geneseo. It is, comprised of the Chancellor of State
University, the President of the College at Geneseo, the Vice PresidenEs, the
Deans and Chairpersons of Departments, &nd such other persons as may be .
designated by the President of the College at Geneseo. The College Administrativ

'_Conference meets at the call of the Pregsident of the College.
. 4 .

-

» o
«

The Administrative Council, consisting of principal administrative officers:
of the College and other selected persong; including students, meets regularly to
advise the President of the College. In&ddition, the Admiﬁfétrative'Counqil
disecusses policy proposals and the operation of the College, serves as a means of
communication with the personnel of the¢ College, and reviews appropriate long-
range plans for the College and such Sther ‘matters as shall be brought to its
attention. Meetings are held monthly in the President's Conference Room, and at
the call of the President. - -

‘ )
Campus and Community Liaison Committee:

The membership of the Campus and Community Liéison Committee, appointed by
the President of the College, includes representatives from both the College and
the Communit

The purpose of t mmittee is to provide an opportunity for general
discussion of prcblems which & mutual concern to the community and the
college, and to share ideas on cooperatis fforts. - The Committee -meets two or
three times each semester on a schedule develope the Office of College

—

Relations. o T »




ADMINISTRATIVE OFFICES '

e

1 - T \.
OFFICE OF ACADEMIC AFFAIRS '

Vice President for Academic-Affeirs: ‘ ' >

The Vice President for Academic Affairs is the senior administrative

~officer.of the College under the President and is responsible to the President

for present.and future acadeq1c programs, for budget preparation to support

these programs, for all matters concerning faculty--recruitment, promotion, _
renewal and continuing appointment, and for the support services of the academic
program. The policy recommendations from this officer are made to the President

‘after consultatien w1th appropriate faculty committees. o -

o

Assistant Vice President for Academic Affairs for Curriculum:
’ »

The Ass1stant Vice President for Academlc Affairs (Currlculum) is
respons1ble to the Vice President for Academic Affairs for all matters pertaining
to the College's undergradﬁate curricufar programs and is concerned with
lnstructloh, academlc adv1sement, adm1ss1ons and registration.

i
N
K

Assistapt Vice President for Academic Affairs for Academic. Budget and Personnel:

! The Assistant Vice President for Academic Affairs (Kcademlc Budget and
Pérsonnel) is responsible to the Vice President for Academlc Affairs for matters
dealing W1th the academic budget and personnel, and coordinates academic services.

Dean for Graduate Studies and Director of Summer Sessions:

The Dean for Graduate Studies has the primary responsibility for the
organization and functioming of the graduate academic programs for the College,
with the exception of the School of Library and Information Science within
established policies and purposes. The Dean of the School of Library and

"Information Science and the Dean for Graduate Studies confer sbout matters of

mutual concern which relate to the coordination of graduate programs. The Dean
is directly responsible to the Vice President for Academic Affairs.,

As Director of Summer Sessién, the Dean is responéiﬁle for the calendar,
curriculum, stafflng, and budget plafts for the summer sessions, and for the
annual report of summer sess1ons operatlonSa -

90 /
2% /
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OFFICE OF ACADEMIC AFFAIRS, cont'd.

P
~

Dean of ﬂ%g School .of Library and Information Sciencef

The. Dean of the School of Library and Information Science has*
the pﬁémary’requmsibility for the operation of the School, within
established policies and’ puriposes and confers with the Dean for
Gradugte Studies about mabters of mutual concern which relate to-
the coordination of gradyate programs ; and is directly nesponsible
to the Vice President for Acalemic Affairs. °

Déan\}Br"Educational Spudies:

The Dean for Educational Studies has ‘primary responsibility
for the supervisiof of the persopnel and educational programs of
the Division of XEducational Studies, wit?in established policies
and purposes. ' -

Dean for ademic Advisement and Igstruction:

The Dean for Academic Advisemeht and Instruction 1s responsible

r & phases of t}e ‘
With/the assistangk of the Coordinatqr of Academic Advisement the
e for the implementwation of the»Cdl%ege poliéy'bnﬁ
tent . The Dean is resd qnsig}e to the Vice President
fairs and coordinates through the Dean ¢of Students -
"President for S%u@ent Affairs. .

or Academic
with the Vi
2

L

Directo; of_Admissions'add;Records: .

The Director of A&hissions and Records is responsible for the:
opermtions of registration, records, and admissions and works clo
with the academic service areas to provide"for the smooth flow o
records from admission to graduation. The Director supervises
. processing of applications (freshmen, transfers, re-admits, gr
to Geneseo and is §espbnsible for the administration of evaluftion
studies to assess the admissions process and revise the regrgssion
formula used in admissions. The Office of the Registrar is/under
the Director's responsibility. 'He reports to the Vice Pregident
for Academic Affairs. . o /




" OFFICE OF ACADEMIC AFFAIRS, cont'd.

PrinC1pal of the Campus School:

“large share of the responsibility for communication between the

‘with present and anticipated future needs in support of all programs

ADMINISTRATIVE RESPONSIBILITIES

=

-

b . e

¢ ~
) The Principal of the Campus School is responsible for the
continuation of good working rélationships between the staff of

the Campus School and college departments. The principal has-a

schoel and its community of parents and is cooperatively respOn-

gsible with the maintenance steff for the preservation and'general
inte@rity of the building and grounds whi¢h serve the school. He

is responsible to the Vice President for Academic Affairs through

the Dean for Educational Studies,. -/ : . !

Director of College Libraries: /
/

The Director is responsible for the ‘selection, acquisition,
and organization of library materials and prepares and administers
the library budget, and plans for the growth of library collections,
services, staff, facilities and equipment. The Director works
closely with all departments and divisions to maintain the library's
collections and informational services at a maximum level consistent -

of instruction. He is responsible to the Vice Pres1dent for
Academic V&ffairs .

.,

4]

Director of Institutieﬁal Research:

e

ThHe Directar of Institutional Research reports‘to the Vice
President for Academic Affairs and is responsible for the collection
and 1nterpretat10n of data which are necessary base for administrativ
decision-making and policy determination in various areas of the
institution. The Director also cocordinates the completion of all ¢
guestionnaires from sources cutside of the College

4

L

Director of the Educational Opportunity Program:

The Director of the Educational Opportunity Program is
responsible for the administration of the EOP at the College.
These responsibilities include: coordinating of EOP admissions
and advisement, supervision of staff personnel, and liaison with
State and Federal agencies funding the educational opportunity"
program. The D1rec¢or is respons1ble to the Vice ‘President for
Academlc Affairs. N .
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OFFICE OF ACADEMIC AFFAIRS, cont'd.

"Director of Academig Scheduling:

The‘responsibilitieé include the assignment of space for all
classes and other academic<activities held on the campusa Prep-
aration and distribution of the final examination sghedule for 7

fall and sprifg semesters are among his allocated duties. Th
Director is also .responsible for the compiling, editing, anQ/
productlon scheduling of all College Bulletins. He carrles/out

his responsibilities under the direction of the Assistant Vlce
President for Curriculum.

Director'of the'Coﬁputer Center: ‘ _ //

,

Computer Center and for the planning and develop nt of computer
facilities and makes recommendations gconcerning Lhe use of the
facilities by the administrative and academic a%e&s of the College. ,
The Director 1s responsible to the Vice Pres1d@nt for Academic
Affairs through the Assistant Vlce Pre51dent for A7ademic Budget

The Director is responsible for the superviEth of the College

and Personnel.

/

°
¥

Coordinator of Instructional Resources:

? ]
It .is the responsibility of the Coordlnator/ f the Instructional
Resources Center fo coordinate &nd unify the pro uctlon,-audiovisual
service, and engineering aspgcts of the Center
instructional purposes. The Coordinator is regponsgible to the Vlce'
President for Academic Affairs.

-~ )

Coordinator of Sponsored EducatLbnéi Prqg ams :

It is the responsibility o6f the Cogrdinator of Spensored
Educational'Programs to ;serve as the ljaison between the COllegé
and various federal, state, and privgte sponsoring agen01es, agd,to -
obtain and disseminate information r garding sppn§ored e&ucailonal
programs. Working with the. Dlréc;74fof Sponsored Research, the
Coordrﬁator shall .8timulate proposals for grant funds; assist in
the drafting of grant proposals, facilitate’ the transmlsS1on of
grant proposals to and through sponsorlng agen01es, and assist in
the administration of grant funds.

1]

&
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ADMINISTRATIVE RESPONSIBILITIES e

/

Departm%ﬁt Chairpersons:

. : }
"A department chairperson is an officer of the Collége appointed
by the President of the College to'pronide departmental leadership’
in areas 'of curricul and personnel'development%//2hefChairperson's
respopsibilities are to transmit and to interpret clearly to the
departmental faculty University and ¢ollege 0licies’and administra-

tive decisions. The Chairperson serves as g liaisorn officer between
the College and the edministration and it is in-thg capacity that he
serves as +an administrator. 'It.is a primary responsibility of the

Chairperson to"report accurately the interests afd opinions of the
departmental faculty to the College administrg on.. The Chairpers%@
has a8 major responsibility *to represent the jAterests of the P
College. "This responsibility should be ref}fcted in the recom-
mendations to the administratiom, the Judgflents on all college ‘o
matters which relate to his epdrtment, Bfid his general instructional
leadership of the department. The Chaipperson is expected to consult
with,departmental_Qolléagues, as approgriate.

too. 'In thg¢ Chairpe¥sonl!s capacity as ® tea

er he is a teaching
colleagge who'Hqs specializeﬁmadm;py%trativ ‘responsibilities for
relating deparbmental matters to/the Co Yege as a whole. The °
_position of Chairperson is sepyg apz/an distinct from that of
teacher, and as such, a changg in /teachi
tive assignment will be seen/as indepen
. . ? / 1

]

assignment or administra-
actions. : .
/ \ 2

tﬁexgresident of the College

for Academic Affairs. Chairpérsons ‘

the Colleg¢ President, who consults with

on the appointmept and reénewal considera-
jf . offide. | . -

The Chairperson-is.r
through the Vice Preside
serve at the pleasure o
the departmerital facul

L
- ¥
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o

‘OFFICE OF BUSINESS AFFAIRS . S S

V1ce President for ‘Business Affaqrs

. Th1s officer serves.as pr1nc1pa1 deputy to the President’ 1wraTV"
business and fihancial areas of the College: The Vice Preside ‘
' . Business Affairs works with the Vice President for Academic A,
" and the-Vice President for Student Affairs as one of three adm1nfwn
of ficers directly responsible to the Pre§ident. ' The.Vice President for
Business Affafrs.must continually coordinate adm1nﬂstrat1ve services of A
the campus and the financial procedures in a way to show a sensitivity -
td the needs of the academic community apd student personnel programs.-
In ‘addition, the ANice President supervisks, the following programs:

Fac111t1es P1ann1ng . . §
- Plant Management
Budget Development and (ontrol

‘ . Methods, Systems and Communicatiens ~. e e ..
R - © Campus Safety and S urity . S \ £
- . Contracts s oo '
T “Purchas1ng g . ‘ o RS
. .o Persoane\, including payro11 1aborsre1at10ns . '
. oo, Resource Management Services, including: . Central e : "
‘ Dup11cat1ng,%€entra1 Stores, Trave] Ma11, and )
Insyrance - . . e .
Business and Fiscal Affa1rs Programs of Nom State S : ) o

S o Organizations, such as the Research Fbundatldn>of Y A
. State University of New. York and others. s

1

' . : N A
iAss1stant Vice Prés1dent for. Bus1ness Affa1rs . A ’

Th1s off1cer is respdns1b1e to the V1ce Pres1dent for Bus1ness - ,
Affairs for the- conduct of all.matters: relatang to-the perSOnmeT,,; - . .
adm1n1strat1ve serv1ces and fiscal affa1rs programs of the CoT]ege' ) - ,

l . + - .
¢ .- "

Budget Contro] 0fﬁ1cer R | :“' o VA

A+
- @ e

This off1cer is responslble to the N1ce &re51dent for Buslness

Affa1rs, for the preparation of the College Budget 1in ¢ooperation
with the President and the Vice President for Academic Affaitrs and .. . . .

- Student Affa1rs The funct1ons of this office include compiling - & s
data on prev1ous ‘expenditure experiences fog use in: future budget1hg, - ' ‘.
eontrolling the “expenditures of all collége funds, in acgordance W1th L
State requirements and budgetary a11ocat1ons dnd justifications”and - S

_ -liaison betwéen State, D1v1s1on of Budget or SUNY D1v151on of Budget R

_« ‘and the campus. ) - L . E




ADMINISTRATIVE 'RESPONSIBILITIES. ' ‘ o

\

-OFFICE OF BUSINESS AFFAIRS, cont'd. . o N

D1rector of Personnel

<

.~ The D1rector of Personne1 is respons1b1e to the Assastant Vice
President for Business Affairs for-all aspects of the payroll as-well
as all personnel transactions, fr1nge benefits, ahd the. hiring of Civil
Service staff members «

- N
14 ——y
v

.Director of Purchasing:

[

: The Dirgctor is respons1b1e to the V1ce President for Bus1ness R
Affairs for the coordination of expenditures of State Funds for pro--
curement of a1l supplies, equipment, services, praventative maintenance -
and service coritracts and rentals, in accordance with New York State
Comptroller's-Rules and Regulations and Office of General Services,:
Division of Standards and Purchase procedures.  The duties also include

-inspection, "installation and 1nventory of equipment and authorization

for payment of such items.:

-

‘Director of Campus Security: R

ThekDfrector_of Campus Security is a'divisi@n head under the.super-
vision of the Vice President for Business Affa1rs, within the framework
of broad policy. guidelines established by the President,-Vice President

for Business Affairs, and the Office of the Coordinator of Campus Security,
and 'is responsible to direct all aspects of the secur1ty function at State

University College of Arts and Science at "Genesep, the supervision and
direction of the Secur1ty force &nd responsiblify for the establishment
and carrying out of a traffic control program, safety program, general

security matters, . 1nc1ud1ng investigation of minor and major offenses,

and referral of- these to appropr1ate civil 1aw enforcement ageﬁc1es and/
or..courts. . v, ‘

3
’

.+
é’
i

P]ant Supef1atendent,» ] » f o . _,-5 ' ‘“.‘ : y

: Affa1rs b

£ | R

Tﬁe Plant Super1n%endent is the‘D1rector ‘of - the PhyS1caL Plant and
is respons1ble for the maintenance and the operation of the Physical
Plant of "the
vision of th grounds, power, maintenance, and custodial, departments.
The Superimtendent 'is respons1b1e to the- V1ce Pre51dent foy Bus1ness

- . p“
- v
3 . o - '

College. Assigned responsibilities include overall super- A

20.
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a@mce OF BUSINESS AFFAIRS, cont'd. o R
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ADMINISTRATIVE RESPONSIBILITIES

\ﬁmrector of Facilities:

[

Th1s officer is responsible to the V1ce President for Bus1ness Affairs

“and is concerned with planning, development and utilization of facilities.

He coogperates with the State University Office for Campus Development, State

. University Construction Fund, Office of General Services, Dormitory

* Authority and other governmental agenc1es .He inventories campus real
‘properties and phys1ca1 plant. He plans rehabilitations and coordinateés/
administers capitaf budget rehab111tat1on and repair account projects and .
“equ1pment select1on/1nsta11at1on

D1rector of Sponsored Research

The Director is respons1b1e for the d1ssem1nat1on of sponsored
research information and for advising fagulty members in the preparation
of proposals. With respect to sponsored research and programs, the /
Director serves as the locgl coordinator between faculty and the Reseapch
Foundation of the State Universiity of New York and serves as -the campus
‘Jiaison officer for the Washington, D.C. office of the State University.
The Director reports to the Vice President for Business Affairs..

L

Affirmative Act1on Off1cer e - S

The Affirmative Action Oféxcer shall have immediate and contihuing
responsibility to implement the College's Affirmative Action Program;
including development of reporting, monitoring gnd auditing systems.
Assists in the personnel matters relating to the recruitment and selection

,of profe551ona1 and non-professional staff. Relates to state and federal
“agencies concerned with Equal Employment Opportunity.

Y

<3
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ADMINISTRATIVE RESPOYSIBILITIES

OFFICE OF STUDENT AFFAIRS

Vice President for Student Affairs:

|
The Vice President for Student Affairs is the genera]l executive and policy

officer responsible to the, President for Student-College relatlonshlps and for
student services. He advises adminisdtrators and faculty én student needs in
connection with all phases of College planning; encourages and coordinates .

i ' j.atudent participation in college governance; selects and supérvises administrative
deans and directors of student effairs divisions; administers the budgeting, ‘
pPlanning, organization, and’/delegation of functions; and provides leadershlp in |
the formetion of student affairs policy in consultation with students, faculty, J
and staff.

Deaﬂ'of Students and Assistant Vice"President for Student Affairs:

&f ‘The Dean is the principal associate of Vice President for Student Affairs,
responsible in pis absence for direction of all Office of Student Affairs
functions. Assumes major responsibility for personal welfare and overall
-educational development of individual students, maintaining the College office

for general student guidance, problem solving, ¢risis management, and appeals--
coordinating combined resources of the College on behalf of the individual.
Syperviaes student cdnduct and the educational disciplinary process. Provides
pducational leadership and .applies behavioral sciences, to the development and
administration of College policies, progrems, services, and student life. Advises
and assists business and security officers in control of non—students on campus.

\

The Dean and his staff provide for the individual a focus of attention .
¥ -~ which might otherwise be lost in the transition between different offices, by
coordinating several services for a single purpose or by showing where to begin
solving a problem. They serve as general advisors to individuasls and groups
(e.g.’, describing studént options, assuring full opportunity’, interpreting College
‘ requirements or decisiens, mediating confllcts, investigating complalnts), make
referrals to gspecialized services, consult W1th parents and faculty, and - admlnister‘
certain regulatlons . Y |

"f‘}’(\, . i . T R a bt

|

1
I - !
i
\

Associate De@g g Studenﬁ_ i .

The Assoc1ate Dean is the princ1pal associgte of the Deansof Students and.
in addition to Dean of Students functions mentioned above, provides leadership .
and supervision for the residence hall program., .

v o
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ADMINISTRATIVE RESPONSIBILITIES : : . Al

OFFICE OF STUDENT AFFAIRS, cont'd.

Director of Financial Aids:

* The Direcﬁﬁr is responsible for a Eomprehensive program of
student financial aids (scholarships, grants, ,loans, work-study,
part-time employmeht), including C¢ntralized information and
application services, guidance interviews, authorization and
administration of financial aid allocations, and concomitant
relations with governmental and other sources. The Director

- ~ coordinates functions of Financial Aids Division with other College
unitsz and exerts educational and administrative leadership in
! ]stu& nt aid policy and program development As chief financial
[\}%g?gﬁfadxispr in special cases the Director sharnes advisory duties
//> {th other Staff members, and is respbnsible to the Vice President
‘for Student Affairs. .

| Al
e . . N . .

Director of Placement and Career Planning: .

Directs comprehensive career planning and placement program
for the College, advising students on career development and '
helping them plan specifically for further academic work or obtaining
employment. Counsels students on self-evaluation, employment oppor-
tunities, and vocational selection. Advises for decision-making
relative to specific career opportunities, effective Job candidacy,
evaluation of offers, and selection. Provides career informatioen
services and library. Administers employee-College relations- and
recruiting. Administers student registration, assembly and o
distribution of credentials, and interviewing procedures. Performs
follow-up studies on career patterns of graduates. Coordinates
placement function with other College units and exerts educational
and administrative leadership:in policy and program development. .

o . . -

v'goordinwtor of Nursing and Administration: .
d; B . v;v‘r . ' . . " é'l
L Acts as chief nurge and coordinates all nursing and administrative
skrvice functions of the Student, Health Center. Coordinates patient
care. Manageé budget, requisition, inventory, and use of qedical'«
supplies and equipment, and interviews sale§ representatives. ‘
Schedules nursing staff services aqd conducts staff meetings and
training s¥{ssions. Manages health services correspondence,, records,
office prodé¥dures, information for students, accident reports,
transportatipn services, and the Health Cénter facility. Performs
regular duties of a registered nurse when ‘required. ‘Reports critical
incidents such as hospitalization to the director and to the dean” ° -,
for coufseling and clinical services. Assists in campus health and
' safety programs. Provides guidance for -gtudents and referral *to
psychiatric or counseling services, *

.

a
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OFFICE OF STUDENT AFFAIRS, cont'd. | -

Dean for. Counseling and Clinical Services:

1

Directs comprehensive psychological, vocational, and educatlonal
counseling and testing program for the. College~~including-’ :
supervision of Placement and Career Planning and partial adminlstratlv
supervision of Health Services. Acts as chief counselor in con=-.
ngction with special referrals, administrative evaluations, and
p%ydhiatric liaison, and shares all responsibilities™putlined in Job
escription of a counselor. . Functions as campus coordinator for °
students on rehabilitation programs. Oversees all testlng actlvities,
¢onfidential records and reports, withdrawal counseling procedures,
taff planning, and use of financial resources. Submits functional
reports to Vice President. Coordinates counseling, placement, and
health functlons with other Ccllege units and exerts educational"

and administrative leadership 'in policy and program development for
counsellng and clinical services.

Y
.

.

Director of Housing: S o

-
Administers managment support operations in campus residence &'
halls, including: student address control and directory services;

& - housing information, application procedyres, roon assignments, rocom
deposits and refunds, permanent and temiorary releases, room changes,
space control and reservation, occupancy eheq s and counts, rent
determinaticns; opening and closing inventory ocedures, liaison
with maintenance and custodial\staffs, inspection (for health,
safety, and maintenance), facilities planning, purchasing; security,
and plant regulations; and linen, telephone, mail, kitchens, laundry,
recreational and storage services, Administers housing policy in
,relation to student organizations on and off campus. "Lists available

of f-campus housing dccording 'to establlshed College policy and
advises stfidents and householders accordingly Assists dean of
'students in assuring general welfare @f off- -campus residents.

! ’

- \»

t

‘Dean for Student Development : T

i

S

Serves as executive ass1stant to the Vice Pres1dent for‘Student‘
Affairs in the administration of research and development and
special projects or programs, with|particular empha51s on the
development "of out-of-class educational experiences fer students.
"Administers a comprehensive orientation program for new students.
Administers a eomprehensive foreign student program which includes
personnel services as well as educational activities. Represents the
. Officé of Student Affairs in policy development for the Educatlonaln
. Opportunity Program. Coordinates the student personnel 1nternsh1p
prograem., Coordinates a program of staff development through in- serv1c
education. Advises the vice pre51éent on public relations, campus !
relations, and communication system3f arranges appropriate contact
opportunities for the vice president ‘fvr effective information flow
and attitude influence.
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ADMINISTRATIVE RESPONSIBILITIES

OFFICE OF STUDENT AFFAIRS, cont'd.
[} . 13
Associate Dean for College Activities & Director of College Union:

Directs comprehen51ve program of out-of- class@%ducatlonal '
social, and recreathqal act1V1t1es for the College, coordindting
scheduling and supportive services necessary for a coherent
cocurriculum. Directs overall management of College Union facilities
and services. Recommends initial recognition of student organizations,
approves contlnulné ‘recognition and expenditure of sfudent activity
funds, and oversees group advisement. Coordinates activities in.

Union with other College units and exerts- educatlonal and adminis-
.trative leadership in cocurricular pclicy and program development.

vV ,

Coordinator of College Activities:

»

Administers student activities program and student participation

in College activities.® Schedules cocurricular use of facilities*®
by campus and outside groups, maintains College Calendar, and
advises all organizations on program. Directs student organization

‘ activities, reviewing dlsbursements gand approving all contractual

.* * arrangements, controlling use of vehicles, providing leadership
training, and maintaining regords. Emphasizes program advisement
for centralized Activities Commission and’ its constituent councils. -
Coordinates act1V1ty function\with other College units and exerts
educational and admlnlstrativé 1eadersh1p in development of a
cocurricular program. k

LEAVES (PROFESSIONAL STAﬁW):.‘VACATION, MATERNITY, SICK

Dally Attendance : T : ﬂ"/

\
t'

State.Budget Policy requlres that the daily . attehdance record
of all professional and c13551f1e& ﬁersonnel be flled in the

i Personnel Office. Chairpersons of departments/ﬂr& respon51ble for ,

| © filing monthly reportg on faculty jattendance. - &

| ‘ ) o

TS

e,

§ ' ! ‘
Illness
N Each instructor has the respop51bility fof meeting all hlS
classes at regularly scheduled times and locationss Particular®

"attention should be paid to meeting classes prior-to vacatien
periods, student pressure, notW1thstand1ng.

e BN
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e

LEAVES (PROFESSIONAL STAFF)}? VACATION, R
MATERNITY, SICK !

3

Illnessq'cont'd. - ¢ wﬁ@

It an instructor must be absent from a regularly scheduled
class, prior approval for the absence must be obtained from the .
dgpartment chairperson. Extended absences from the campus must Dbe
approved by the President after recommendation by the Vice President

- for Academic Affairs. ‘

A student chdosing toc be absent from class does sc with all

the attenddant risks and the instructor is not obliéated to provide make-up
opportunities.

!

It is the responsibility of faculty membens to report
immediately absence.due to illness to department head concerned. The
department chairperson then arranges for disposition of classes and
reports the absence using appropriate forms,. TT ‘

All full-time proféssional service employees accrue sick leave
at the rate of 1-3/4 days per month, up to a maximum of 165 days.
Additional sick leave at full pay may be granted by the campus!
President; however, the totally-granted leave is limited to six
months. Sick leave accrued at %hé_time of retirement will he
converted at the then current salary and theXacturial'valge of that
amoufit will be used to pay part or all of the, Health Insurance

premiums during retirement years. For this rkason, all fachulty .
members are now requested to submit a proper accounting of sick i

leave used. ’ .o

Vacation Leave:

, '

Members of the professional staff who, have a 12 month
pfofessional obligation accrue vacation leave at the rate of 1-3/h
days per month up to & maximum accrual of 40 days. -Other employees
in thetprofessional service do not earn vacation credits.

_ ¢ .
Maternity Leave:.

The President shall grant pregnant employees, other than-
employees having temporary appointments, a leave 'of absence without
pay, upon competent medical prcof that such employeﬁfis unable to
perform her regular duties or at such earlier date as may be
mutually agreeable. Leave under this provision shall be for suéh
time as may be mutually agreeable but shall not® exceed one year.

®

»
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" LEAVES (PROFESSIONAL STAFF); VACATION, , ®
MATERNITY, SICK o

Maternity Leave, cont'd.

For;these purposes, the Presidenllmay require suﬂmable

medical evidence from the employee's\physician or in the absence -
'f such evidence, may require that the loyee be examined by a
phy51C1an chosen by the college at its expensek\
%
: -

It S

Sick Leave and Vé;etion Leave: , ‘ -

The President sheaell permit employees.granted materpfty leave
pursuant to these policies to reduce the amount of leave without .
pay by the use of any and all accumulated sick leave and vacation er#
leave- credits as may be available to them by reason of accruals
pursuant to this Article .o~ : '

-

Extension:

At the request of the employee, and after reCeiving'?%e
recommendation of the Campus Presildent, the Chancellor may grant
extensions of such leave of absence in accordance with Title F
of this Article. ‘ ' ' : ‘

LEAVES (PROFESSIONAL STARF) SABBATICAL,'OTééR

Sabbatical: ) , L \ -
. \ :
. General policy concerning sabbatical and otherT(Tltle F)
leaves conforms ‘with the conditions which are applied to the’

See Policy of the Board of Trustees,’ l97h

Universities as.a whole
Art. XIII.

-~ - w .

Faculty who wish consideratdon”ofba sabbatical leave, "or a
leavé for other purposes, should request the leave through
department chairpersons and the Vice President for Academit Affairs
where approprlate forms-may be secured

3 -

' Procedural Recommendations:

. 1. The request for a leavé should beamade; whenever possible;
’ no later than December 1 of the academic year prior to» the
effective date of the leave.

35
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LEAVES (PROFESSIONAL STAFF)-SABBATICAL,
OTHER

O

Procedural Recommendations, cont'd. _ ‘

2. - The request for a leave, including a clear and detailed
Statement as to the intent of the proposal, should be ,
transmitted by the applicant .to the Department Chairperson
for a written recommendatlon., '

3. The completed leave request document must be transmitted

2 through the Vice President for Academ1c Affairs to the
President, whenever p0531ble, no later than December 15,

. - . -

4, Final recommendations of approval or disap al will be
announced by the President in writing. /

L]

A sabbatical leave is not automatic and depends for its

recommendation by the Department Chairperson and the Vlce President

for Academic Affairs and for its approval by the Pre51dent-upon

a number of factors, ¢.g. the appropriateness of the proposal,

the staffing and budget situation of the.:College and Legislative

action. . _ w7

¢

LEAVES (NON-PHbFESSIpNAL STAFF) & R

Leaves:

3

Leaves for members of the non- profe5510nalhstaff of the
College 5hall be granted 1n accordarce with the procedures and for»
the reasons specified in the relevant‘collectlve bargaining
agreements.

( 4 ~ ° : ) ) N .
' . . ' \

See, where appropriate:

(1) Agreement between the State of New York and the
Civdl Service Employees Association (Admlnistrative
. Services Unit, Institutional Sexvices Unit,
Operational.Services Un1t or Professional Serv1ces
Unit)

(2) Agreement between the State of New York and Security
< . Unit Employees, Council 82, AFSCME, AFL-CIO
and eontact the College Personnel Offlce for specific 1nstruct10ns
and forms. ’

. .
i . 1



M $

CONSULTANCIES AND OTHER PROFESSIONAL
SERVICES (FACULTY) -- WITHIN SUNY

L
a

State University encourages the interchange of scholarly and

artistic talent between units. All members of the professional

staff are encouraged to participate in such programs as special
le%tures, colloquia, and enrichment programs at other units og

State University, insofar as such participation does qnot integfere
with the discharge of the professional obligation on the home J ’
campus and does not constitute an-over-load on the professional

person: . w ) "

o .

It continues to be the policy of State University that

adminispratiﬁe staff do not receive honoraria "for conferences,

panels,'consu;tation, or similar appearances at SUNY units in line
of administrative duty. However, an administrator who participates
in a' scholarly or artistic presentation at other SUNY units may
receive a modest honorarium in the manner described below.

Arrangements for such services should be made.with the host
unit, and may inglude an honorarium from the host unit, sufficient
to moré than cover expenses, Ordinarily, however, it would be
inappropriate to exceed réaqonable:travel, meal, lodging, and cther
expenses by mbre‘than $100.003in the providing of an honorarium

. for sérvices which do not require overnight absence from-the home

unit. The home unit will not pay the travel expenses -of one of-its
staff members who visits another SUNY unit to participate in a
program thére at the request of the sister unit.

It is suggested that appointment arrangements with visiting
faculty include a clear understanding that visiting staff members
are expected, on request, tor participate in a reasonable number of
presentations on other campuses of the University without additional .
compensation other than modest honorariums per paragraph two above,.

" CONSULTANCIES AND OTHER PROFESSIONAL SERVICES' (FACULTY)--
' NOT WITHIN SUNY I
) ‘;‘ . - - "".s ) r{v‘

£ » K (fj’,

;. ” [N L
Moé& colleges and universities encourage stheir faculty members
to keep&abreast of develppments in their disciplines and to gain
‘practic&l experience in their fields. In many instances engaging
in consulting and other professional work affords excellent
opportunities for staff members to improve themselves professionally
by increasing their knowledge and experience, and to bring added
prestige to themselves and to their institution.




CONSULTANCIES AND OTHER PROFESSIONAL % ot S
SERVICES (FACULTY)--NOT WITHIN SUNY, cont.'d. :

P ] &

‘Neéw York, or require the. use of College equipment and fac111t1es..~f

The State University College of Arts and Science at Geneseo
looks zﬁvorably on appropriate outside work by faculty members,
insofa¥ as it does not interfere with full, propery and effective
performance of regular college duties armwd responsibilities, and
does not involve activities that would place the faculty ‘member in’

. & bad light or in the embarrass1ng position of testifying against

the. 1ntere§t& .of the State .0of New York, the State University of

The College also feels stronglyethat a person should not use the
security of his.faculty position to underbid charges made for
professional services by establlshed independent consqltants.

Each faculty member should judge the-propriety o& accepting
a consulting or other professional opportunity in tefms of the
advantages it affords for:

’ /
1. increasing the effectlv‘ss of the inleldual s
teaching or research;

-

2. increasing the profes51onal prest;ge and competency
~ of the individualy
E 3. contributing to knowledge in the field of the
individual'"s discipline;
k., .contributing to the indiwvidual's eXperlence with
new developments and practices in his field;
5. extending and improving the relationships of the:
College with other agencies and organizations;
6. contributing essential 1nformat10n in the education

of students; '
T. promoting the good will of the College w1th desirable
agencies of employment for college graduates; and

8. returnlng greater. profes51oﬁ%& benefits in the long
‘run than comparable time and effort spent in college
J research, travel, writing, and active participation

in professional sccieties. n?
Each;faculty member is primarily rggponsible forxSeeing that

his obligatiions are fully discharged. @he Department Chairperson

shares this responsibility. 0rd1narily5 one day ‘s week or its

‘equivalent is acceptable for consultant’ serv1ce in full- t1me

profess1onal employment.

A ﬁaculty member must bear in minmd that as a State employee
acting in a consulting or other professional capacity, he carries gn
such work as a private person with no ‘moral or legal cbligaticn on
the part of the college for the performance or regults thereof,
and must so inform the client in writing. The faculty member *should
inform the client also that the name of the faculty member or the
State University College of Arts and Science at ‘Geneseoc may ndt be
used in advertisements of the c¢lient!s products or services.

u

-
L5
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CONSULTANCIES AND, OTHER @ROFESSIONAL >
SERVICES (FACULTY)~-NOT WITHIN SUNY, coht'd,

-

In*the best interests of the farulty member .and the Cdllege, L
a faculty member's requesthor-apprgval to render consulting or |
cther professional sérvice beyond one day a week shall be writtéﬂ//
to and approved by the deépartment chairperson and the Vice Presjident
for Academic Affairs. '

'CONTRACT RESEARCH ARRANGEMENTS
Individual members of the faculty are permitted to undertake
contract research arrangements with outside ggencies. General
ethical considerations with respect to the performance of contract
research are covered in this College Handbook under "Consuyltancies
and Other Professional Services.” All applications to sponsors
seeking support of research and research-related programs, training
programs and technical assistance activities shall be submitted to
donors and sponsors through the Research Foundation ¢f the State |
University of Néw York, and all financial aspects of the program
shall\be.carried out through the Foundation. . , o i

.

An&lexternally—funded project involving.,the time of a
College’ faculty member and the use of College facilities or equip--
ment must be submitted to the Vice President for Academic Affairs
“through the Director of Sponsored Research. _ o

+
.

. R )
Where the project involves the removal of instructional time
on the part of the faculty member, the project's budget must contain
a sum of money with which to employ replacement teaching services®
for the departmeht. :

_ \ . ) :
The budget and overhead considerations shall be discussed with

the Director of Sponsored Research prior-ito submission ,of the ..

formal application to the sponsor through‘the_Research Found%ﬁion

of the State University of New York. . - ' . .
\ ‘ - %

. . - A
“y o . [} . . . .- v . )
- ADMININSTRATION OF SPONSORED. RROGRAMS: ACADEMIC (AFFAIRS .
u 5:'*r * . . ) -

N

Grant ,funds provide a capacity for the Colieée to undertake
.activities which are currently not subsidized and to a very limited.
extent withfn the College's regular budget. It ;s imperative,
however, to ensure that grant funds do not engage the College in
gituations wherein there exist long-term financial commitments which
may exceed the College's capabilities for future' subsidy.

Ge
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ADMINISTRATION.OF SPONSORED PROGRAMS:
© ACADEMIC AFFAIRS, copnt'd.

. / s ‘ / 3 v ) ) M\\\\ﬁ_ﬂ : 4
K ‘ The guidelines fior the administration of grant funds, enumerated

below, are de31gned to minimize the adverge effects of the lack of
Sl ﬁbntlnulty of external funding. :

1. 'General ethical consideratlons with respect to the
performance of contract research are covered in-the
, College Handbook under "Consultanc1es and Other
v o : Professional Services."

A

4

2. Grants are to be admlnistered thfough authority
. delegated by the Pre51d@n§ th bugh the Vice President
c. for Academic Affairs to ap opriate department
' chalrpersons and other fjdcal designates.

o EN : 3. TFunded projects inyol¥ing the time of a professional
N " employee and/or pg€o~se of College facilities of
. equipment must ¥e F¥ecommended by the department
. ' chairpersom the Vice President for Academic Affairg,
' and approv by the President. ‘ ' -
3 . - PR * e
— ‘4, "The b dget and overhead considerations. shall be
[ d;;zﬁﬁsed between the applicant and the Director =
T P of Sponsored Research before submission of ‘the
formal application., _ Co '

L e - |
With the approval of the Vice Presfdent for Academic  /
Affairs, grant funds may be used te hire instructional

7

" r/// faculty; however, part-time and full-time faculty Vs
. so employed should be hired on a term basis and -
designated "lecturers." Appointments in aéédemicﬁmank
& '

are prohlbited. B

A - 6. . The departmental instructlonal time given .by the
R ’ faculty member to the external proJect is instructional
, o > ~ time removed -from the department's teaching obligation
4 * .+ 'to the College. Such project time must be ‘dbmputed
) : to provide la compensatory amount from the project :
Vbudget with which to employ replacement teaching. ‘/
serv1ces for the department. . ’

IS

T, It should be clearly understood that the State ‘

. Udiversity of New‘&ork incurs no employment obllgation
to non-State University of New York external project
personnel during or after the lifevof the project.

) 8./a Grant% may'be used to underwrite.colloquia, seminars,
) ‘ wor%shops, and the like. All direct cests of such
g : ' e activities must be borne by the grant funds.

T . - “‘7 . X ,“‘% ‘ ¢ -
, g0 ©
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. ADMINISTRATION OF SPONSORED PROGRAMS T - ’ T
. .'" 'ACADEMIC AFFAIRS; cont'd.. L . o T o
v i . ,V‘ » o ¢ . . LL ) . | . ‘ . o _—— | B - .. ‘y/
an\ . . ° E A : | : S o ! . . ’V‘ ,p'L . AN ‘ t’
' - 9. Grants should not be usednln any mammer which would supplant, : .o

. @ the regulay pfpfesslonal responsibilities of the ColT%ge faculty
o . Grants therefore, cannot be used t6‘p“bviderreleased time and
- summer st1pends for respon51bll;ties normally éXpected of members :
. of the 1nstruct10nel and admlnistrative staffs. - NS

" ‘o Y N
. . 10. Grants cannot be used to supplement regular profe531onal salarles." o
o . 3 o
L 4 Y - . )
v ll. The acqu1s1tion of major equipment with grant fiinds ‘should be"
, . o caréfully serutinized with regard to long-term maintenance. .
s . T requlrements, equipment llfe time, and replacement costsm
/ . ',, » N : l.
\ R . la, Each proJect shall be flscally admlnlstered by. that dgency best "
: ’ E ¥o " suited, nOrmaliy the Researeh\F undatiop of the State Unlver81ty
JE of New York. The procedure for the fiscal admlnistratlon of the
ety e project shall be determined prior to~ any’ formal application by .
| AT | \\\\\\\goniultatlon with the Director of Sponsored’ Besearch who will act,
. . as~liaisaon between the fund1ng agency and the’ applldﬁnt.
Y 13, The budget and ovérhead conslderatlons shall be glscussed between )
. . : ) the. applicant and -the Director of Sponsored Research before o .
‘ ) S submlss&on of the formal appllcatloﬁ. g , A . .
. A ‘4 & ‘ ’ ‘ ’ ‘ -
1k, . The Pres1dent or his designee and the Project Director shall ‘be T, -
2 co-51gners of the fQrmal appllcatlon. .
. SPONSORED RESEARCH! UNIVERSiTY AWARDS PROGRAM: =~ . <
C & .
< L. , Members of the Coliege administratlon gnd fagulty are ellgible to apply for
R 4

awards made under .the SUNY/Research Fqundation Univer81ty‘Awards Program The
. overall Program formatfconsists of the follow1ng three programs entaillng awards
8 o ranglng from $100 up, teo.$3,400: -

. .
N
. .

\

.

o -t fProgram 1 -- Faculty Research Fellowship, a $I, 800 stipend; - -
L Program 2 -- Grant-in-Aid, from $100 to $1,800; and . v
Tt Progrem 3 --. Faculty Research Fellowship* (§l°800) and -

- . , . . Grant-in-Aid (from $100 to $1, 800) Total sum ) -

. ~ not to 'exceed $3 L0o,

. -

°
n/ 4

“ . Application Deadllne October- 15,
L, Guidellnes and appllcatlons may be obtained early each Fall by contactlng
f ﬁhe Office of Sﬁonlored Research .ErW1n Admlnlstration Bullding. ;

. . ”
- ,
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Research_InVOlving Human or;Animal'Subjects:

. . According to Fedeéral, Research Foundation, and College policy, .
- “any research proposal involving the use :of human or animal subJects

" must repedve the approval of the Human and Animal Subjects Review-
Committee prior to submission to a sponsor. . The purpose of this’
policy ts to protect the ‘rights and welfare of human subjects and
o, " to 1nsure humahé treatment of animal subJects.

N \
’ -

}] v . . P
/ " .
- . . .

. Ind1v1duals who propose to engage inuresearch‘involvipg the'use

. - “{f human or animal subJects shlrould contact the Director of .Sponsored
- R arch who serves as Secretary of the Human and Anlmal Subjects&«
ev1ew\gomm1ttee. .
. " RN . e ‘
. r,"b . . ! T . . .‘”," \
. Iy Faculty Recruitment: ) ’ , “
“ . o " Recrudtment of faculty for the college "is one of the most —

P 1mportant concerns of faculty and administration. Although the
final, legal respon51b111by forgfaculty appointments rests with the
Pregsident of the- College, maJorécomponents of this-responsibility
are delegated to other administrators and the faculty. The primary’
responalblllty for’recruitments rests with department chairpersons.

fChalrpersons, 1n turn, must consult with their 'faculty and with thet
Vice President for Academic Affalrs. ' :

Speciflc procedures to be followed and forms to be used by the
College in recruitment and appointment are prov1ded in the
Department Chalrperson s Handbook.

Afflrmatlve Actaon/Equal Employment Opportunitles.

The State University of New York has adopted a\policy of
maintaining equal employment opportun1t1es for all members of

¢ sg«lety, including minority groups and females. The Coldege. has

developed and published an Equal Employment Oppértunity Préogram for

Aff1rmat1ve Action which specifies the proé&edures the College”

'follows with respect to implementing ,its policy of,prov1d1ng equal
"\ opportunlty in employment for all persons. Any persen may obtain

: - a copy of the-College's Program upon request made to the Affirmative

. : Action Offlcer or the A581stant V1ce Pre51dent for Business Affa1rs.

K

.t

[

. ' .- The thrust of .the College's Aff1rmat1ve Actlon Program is in
five pr1nc1pal directions. The College must : —

~
I3

E 3 SRR "~ < (a) Insure that all pers0ns,'specifically including
D ' R members of mlnorlty groups and wvomen, are made'aware
. ' ’ of position vacancies at the College and they

) qualifications for such vacangies; and encourage
. ’ . : applications’ from as large a number of. qualified
’ s persons as possible. . , . ‘ T

e ) R Y
. , .
W 4 :a " . . . . 3
. . .
- .

o \




Affirmative Action/Equal Employment/épportunities, cont'd.
~ = —AERE

i

, i . \

{v) ReQ;i;;,that Job criteria descriptions and other
‘o qualifications are valid for the positions to which they
are related.

i
an

(c) Assure that all candidates for employment receive adequate,
“ impartial and open appraisal in terms of the criteria for the

- : position being sought. / . o

(d) Assure that illegal,discrimination is not practiced in: the
granting of employment rights, benefits and privileges.

‘ (e) Encourage the expansion and strengthening of educational and
: career development programs for all employees at the College.

The Vige Presidents are responsible within their areas for implementing

the policy of equal employment opportunity at, the College. The Afflrmatlve
Action Officer provides assistance and direction as needed.

. @ S
® Specific guidelines pertaining to procedure tio be followed for teaching

faculty are contained in the Depurtment Chalrperson s Handbook and the
Affirmative Action Plan. v d

A . '

)
Confirmation and Loyalty:

Annually, the Chancellor of State University is réQuired to obtain from % .
the local Presidents a conflrmatlon of the non-subversive status of all employees
and academic staff. This i% in accordance with the Educttion Law 3022, pro-

-h1bit1ng the employment or retention of subversive persons. N\

°
4

This confirmation states that the President "has no reason .to believe

that any faculty, member or other employee . . . is gngaged in willfully and i °
deliberately advecating, advising, or teaching the doctrine that the Government T
of the United States or of any State or of any political subdivision thereof
should bg overturned or over-thrown by force, violence, or any unlawful means,

or in the preparation, doctrine or advising its adoption or in’organizing or
helping to organize any society-or group of persons which teaches or advocates
such'a doctrine or is a member of any such organization or of the Communist Party
.of the State -of New York or has uttered -any treasonable or seditious word or words
engaged in any treasonable or seditious act or acts."* o 5

At the time that a person enters the employment of the State University,

‘the individual is asked to swear or affirm support of the Constitution of the o

United States, and promise to discharge faithfully his positions accor&ing to
the best of hlS ability . ‘

*Pamphlet“ "Chapter lOl2 Laws of 1965," Department of State, State of New York,
January 1, l966 _ A
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Academic Freedom:

Y v
2

"It is the policy of the University to maintain and encourage full freedom,
‘within the law, of inquiry, teaching and research. In the exercise of this
freedom the faculty member may, withput limitation, discuss his own subject ift
the classroom; he may not, however, claim as Q;s right the privilege of dlscussiﬁg
in his classroom controvers1al matter which has no relation to his subject In
his role as citizen, the faculty member has the seme freedom as other citizens.
He should be mindful however, that in his extramural utterances he has an
obligation to indicate that he is not an imstitutional spokesman." State -
University of New York, Policies of the Board of Trustees, 19Tk, Art. XI (H).

Faculty Meetings:

All members of the faculty are expected to attend faculty meetings as called‘
by the President of the College or the Chairperscn of the Faculty.

ThelPresident of’ the College may call a faculty meeting at any time.

. The Chairperson oﬂ\the Faculty may call a faculty meeting when it appears

that ‘Buch a meet1ng is cons1stent with the purposes of the Faculty through its
organlzed body.
2 »

Schedule of Classes: i . ; ’ , ,

Department and Division Chairpersons should meke class schedules in

consultation with the members'of the department op with a department scheduling

comnittee. Four primary obligations obtain in the development of a department s
¢lass schedule:

1. - The need to staff undergraduaste and graduate core, serv1ce, and
gtated major courses before committing personnel to other
courses of interest to the department;

2. The need to schedule the number of courses within the staff
allocations of a department; .

- 3. The need to schedule on the basig o
and '

stimated enrollment figures;

n

4. The need to sehedule in terms © he normal faculty teaching
obligation of twelve semester hours.



Schedule of Classes’, cont'd.’

°

©

The development of course offerings and class schedules .is governed by
the following regulations &nd procedures: '

1. New courses are submitted to the approprlgte faculty
curriculum committee for examination and ecommendation

- : 2. Class schedules for the *Fall Term are submitted by the
third Friday in September to the Assistant Vice President
for Academic Affairs for Curriculum.

i

/

N \

3. - On the basis of enrollment projections, the Dean'for
, Instruction and the Assistant Vice President for Academic
" Affairs shall reVview class schedules to insure that
departments are meeting their obligations.
4. Where there are scheduling problems related to cou&se
offerings or faculty teaching obligations, the matter
will be’ rev1ewed by the Assistant Vice President and the
department chalrperson, and, if necessary, resolved by
~ the Vice President for Academic Affairs.
a
Approval of- the designated Assistant Vice Prgsident for Academic Affairs
or the Dean for Graduate Studies must be secured for any changes in the
méeting place or time-vof clasges after the Master Schedule of Classes has been
gubmitted to the Computer Center.

Attendance in Classes: Instructional Faculty: o
\ ‘ .
Each instructor has the respongibility for meeting all his classes at
regularly scheduled tlmes Yand locations. Permission to hold a reguler
scheduled class off—campus must be obtained from the Vice President_ for Academic
Affairs. Particular attention should be paid to meeting this obligation prior
to vacation periods, student ' pressure notwithstanding.

o -

IndiV1dual student requests to be absent for last classes in order to meet
. bus schedules.or other situations, may not be honored. In choosing to be absent,

the student does so with all attendant risks and the instructor is not obligated
to provide makeup opportunities. EL : ) : N
® See "Attendance" in the Bulletin of Undergraduate Studies and "Attendance
“in Classes" in the Bulletin of Graduate e Studles. ‘

1




- 38.

» N
. "‘ "&n

s Mid-Term Evaluation of Students:

The Falculty has approved the following statement of policy
" concerning mid-term evaluation of students -
.

The faculty of the Ccllege reaffirms its responsibility
tp continue to provide periodic -evaluation of student
progress. The form and method of evaluation are properly
the concern of the partlcular dlscypllne as determined by
departmental policy.

N At the beginning of‘each.dOurse of ikstruotion the
instructor is responsible for explaining academic
N standards, including the evaluation. procedures to be used.
. : . ,
Upon inquiry by a student, or the Vice President for
Academic Affairs, the instructor should be prepared to

provide a progress'report” but not necessarlly a letter \

_grade '

. -

. . ‘ v ’ L

- While students are expected to assume the responsibility -~ v
and initiative for determining course progress from
faculty, instructors will make themselves reasonably
available to proVide‘this information.

An exception. is 'made in the instance: of Freshman students.
for whom faculty will prov1de to the Vice President for
Abademic Affdirs at the midpoint of each semester a report
of all freshman who are ach1ev1ng below the level of
aVerage (C) achievement.

"" . The V1ce President for Academic Affairs will make these
' \ below average achievement recons avallable to faculty
advisors, the Vice Pre81dentnfor ‘Student Affairs, and *
those members of the staff who provide counseling to ~

¢ freshman. . :

Forms on which a progress report 1B\¥o be made for freshmen will
be provided each semester by the Reglstraﬁ, and they are to be
completed and returned to the Registrar's, Office on the dates

specified on the form.

Final Examinations:
The faculty considers the final examination or aﬁ’equivalent

evdluation procedure to be an integral part of the evaluation of

. student progress and achievement. It is, howewver, only ,one part of

N\ the continuous evaluative procedure. C

" @

v . . ’



39.

Final_EXaminations, cont'd.

A period of time is set aside each semester in the College
Celendar for the giving of final examinations. The nature and form
of this terminal evaluation procedure is the prerogative of the
instructor acting within the framework of departmental requirements.

All formal final examiﬂations must be given during the
~scheduled final examination pericd. Alternative procedures are to

be cleared with the department chairperson and the Scheduling Officer
“and approved by the Vice President for Academic Affairs.

From time to time the instructors may be .asked to submit copies-
of final examlnatlons or to explain the terminal evaluative procedures
used in the courses.' Each Dean and Department Chairperson should be
familiar with the evaluative procedures used by the division or
department members.

Final examination schedules are developed by the Scheduling
Officer of the College and efforts are made to prevent any student
from having more than two examinations in one day To expedite
this-policy, insttuctors may be asked to develop "conflict"
examinations for students whose examination schedules create an
academic hardship.

Submission of Grades: °

A faculty member is expected to provide . grades for a course
to the Office of the Registrar within a period ‘oR time specified each
examination period by the Registrar. Prompt comp iance w1th thls.
procedure benefits the student and greatly as
steff in providing service and informat

-

Posting of Grades: .

At the conclusiond of the examlnatlon eriod, faculty are obliged
to p0st grades in some convenient location. A prompt discharge of
this bllgatlog assists students whose programs and subseguent
regist ation are affecte& by the gradeﬁ :

[
N\

Faculty

anuscripts, Typing of: ' o

Upon %the recommendation of the Faculty Resear¢h Committee and
.with the President's approval, the following regulations will govern
the preparat\ion of faculty manuscripts:

department secretarles shall not be expected to .type
héses, dissertations, or book manuscripts helng pre—

ared for profit; and . .

-7
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Faculty Manuscripts, Typing of, cont'd.

. 2. department secretaries shall be expected to type Journal \“
articles, papers Yo be presented at learned gatherings, 7
and non-profit book manuscripts during their regular working
thours on a time-available basis, with the understanding of

all concerned that department bu51ness must be given first
pricrity.

W1th1n theter guidelines, establishment of the particular procedures to
be followed and the supervision of their operation in the individual
departments is the responsibility of the department chairperson.

PublicationeJ By Fgculty and Staff:

. All members of the College are encouraged to wrlte for publlcatlon and
to seek publlcatlon

Ind1v1duals desiring to write "Letters to the Editor" should feel
completely free to do sd, prOV1ded they do not identify their publlcations or
their authorship with the College.

Helpful suggestlons regardlng the coilege teacher's obligations when -one
speaks or writes as a citizen is found in the "1940 Statement of Prirciples"
published in the bulletin of the American Association of University Professors,
a portion of which is here gquoted:-

"The College or University teacher is a citizen, a member of
a learned professipn and an officer of an educational institution.
When he speaks or writes as a citizen, he should be free from
institutional censorship or dlSClplin\, but his special position
in the cpmmunity imposes special obligations. As a man of learning
and an educational officer, he should remember that the public may
ge his profession and his institution by his utterances. Hence,
/ﬁgashould at all times be accurate, should exercise appro rlate h
restraint, ghould show respect for the opinions of others, and’
‘should make every effort to indicate that he is not an 1nst1tut10nal
spckesman.'

7

-~
.

‘Individuals iﬂterested in using college publication facilities for official
college matters or in having materials distributed as college publications, i.e.,

printed programs, letters, promotienal brochures, syllabi for departmental use,
or any other mimeographed or printed matter for general distribution on or off
campus should present the proposed material to the Supervisor of Central

Duplicating, located in the Office of Business Affairs. (Erwin 217) Approval

for the production and distribution of material must be received from the -

appfopriate administrator_o} department or division eﬁairperaon prior to
submission of the material to the Supervisor of Central Duplicating.

)
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_and careful process whereby the academic capacities of a candidate

-

CopyrighgePolicy: S -

Please sece the Policies of the Board of Trustees, 197k,
Article XI, Title I or contact the Assistant Vice President for
Business Affaird. ‘ o -

’

Graduate Studies, Master's Theses:

- A Guide for Prepqration of*Master's Theses has beenvpreparéi
and is available in the Office of the Dean for Graduate Studies.

A3

Teaching Faculty Pfomotions; enure, Renewal of Term: Annual
Procedure® . ”

There is no more importent decision made as it affects the
individual faculty member and the instijution than that concerned
with promotion or tenure of a faculty member. It is rightlyia long
are examined by his peers, the Vice President for Academic Afifairs,
and the President in order to arrive at an‘equitable detcision.

Given the long life span of most American womén and men alive today,
it is apparent that tenure decisions will have important effects
on the College in the year 2000. . '

General-Procedure: - A . '

~ During the period October 11-30, the Vice President for

Academic Affairs meets with the several department chairpersons
to discuss each department's plans and budget needs for the coming
academic year. At this time, the general staff situation of the
department is examined and discussed in terms of future curriculum
plﬁns, staff and budget prejections, and to ascertain that the list
of names of the faculty to be considered in a given year with respect — 7
to renewal of term and continuing appointment ig: correct. . </

In each category of action =-- continuing appointment, renewal “\\
of term, and promotion -- the department, acting within the terms
of its constitution and usually utilizing a department committee,
considers the several candidates and makes its recommendations to the s
department chairperson. The department chairperson reviews the
department committee recommendations, and forwards to the Vice
President for Academic Affairs his recommendation and the recommendation
of the departmental committee. These two recommendations are not ™
always in agreement.

It should be clearly understood by the candidate that no one
can orally promise continuing appdihtment, renewal of term, or :
promotion. :

%*Pregsident Robert MacVittie's Memorandum to the Faculty, 6 October,

49 . o
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General Procedure, cont'd.

~

For faculty on one~year term appointments, consideration fqr renewal of
term begins in November with the submission of department recommendations to
the Vice President for Academic Affairs (see Form G, Department Chairperson's
Handbodk ). Consideration of faculty on two and three-year t&rm appointments
and those eligible to be considered for continuing app01ntment, begins ip mid-
March with the submission of department recommendations (see Form G, Department
Chairperson's Handbook), to the Vice President for Academic Affairs.

©

Periodic Review: N . : .

§

When a faculty member on a term app01ntgent is being considered for renewal,
this examination,should be considered as 8 periodic review of his or her overall
performance. Regardless of the final determination of the matter, the review
should be conducted by the department with the intent of improving the candidate's
performance, as well as providing the cand1date with appropriate academic counsel

e -

Opportunity to Submit Material:

The faculty member should be advised by his or her department chairperson
of the time when decisions affecting renewal and tenure are ordinarily made,
and -should be given the opportunlty to submit material which he or she believes
will be helpful to an adequate consideration of his or her circumstances.

The Vice ‘Pregsident for Academlc‘Affalrs considers each candidate in the

three categories on the basis of the criteria contained in Article XII, Title A,
gections 1 and 2, Polic1es of the Board of Trustees, 1973.

Each candidate 4s congidered on his or her own merits, and where there is
more than one candidate for renewal of term, promotion, or continuing appointment
in a department, comparison is made among several departmental candidates. The
same process of comparlson takes place among all candidates in the College in a
given year who are being considered for renewal of term, promotion, or

cont1nu1ng appointment.

During his rev1ew the Vice President for Acedemic Affairs may ask for
additional information regarding a given candidate. Discussion of the department's
candidates tekes place between the department chairperson and the’Vice'President
for Academic Affairs before the latter makes hls recommendations to the
President. This step may involve one or several discussions between the -

. Department Chairperson and the Vice President for Academic Affairs. When the

Vice President for Academic Affairs is convinced that he has all of the
pertinent, objective information regarding a candidate, he makes his
recommendation to fhe President and includes with his recommendation all the
papers, documents, and recommendations which have been submitted by the
department chairperson and the department committee.
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TeachinggFaéulty Promotions, Tenure, Renewal of Term:
Annual Procedure, cont'd. . : :

Be%?re mgking his decision, the President reviews all of .a

,candidate's pape%s and, if need be, asksa for information from the

Vice President for Academic Affairs and f£he ‘department chairperson,
When the President is satisfied that he possesses the information
he requires, he conveys his decision to the Vice President for
Academic Affairs,-who informs -the department chairpe;éon of the
decision before a letter is sent to the faculty member in question.
Should information become available in this discussion between the
Vice President for Ac&démic;Affair% and the department chairperson
that may change the decisioh, the Vice Presideht for Academic Affairs
will return the matter to the President. This information must be _
substantially different, e.g., completion of the doetorate’ or

’ publigation of a book, than that which has already been submitted.

¢ " *The President's letter containing his decision is sent to the

candidate with a coPpYy to the department chairperson.

.
.

Special Préblems: ) ; .
P -

This process is rightfully and, of necessity, time~consuming,
This means that some decisions, especially promotions ang tenure
appocintments, appear to be delayed. In pursuing these three .
categories of action, the attempt is made to settle term appointments
firét, and then to proceed to decisions on promotion and tenure. o
This process is moving forward simultaneously in varying degrees of
completion for all three categories throughout the Spring term.

o

Statement on Tenure by Chancellor Ernest Boyer:
N a . . :

The 1972 Master Plan of State University of New York called for
a reevaluation of the existing fenure system. "It seems clear,"

" the plan said, "that the matter of faculty tenure is evolving as a
major issue which cannot and should not be ignored, Wevproposg a
careful reexamination of the present tenure system. The major aim
of this review should be to retain and enhance the basic goals of
tenure, while developinq safeguards against its possible abuse."

Many groups within the University have given careful and
thought ful attention to the question of tenure,. It seems timely
and appropriate that I caomment now, indicating theé principles on .
which the administration of the Trustees' policies on tenure will

~be based. . " :

The history of faculty tenure is well known. It emerged early
in this century as a safeguard to Pprotect professional, capable
faculty members from dismissal for expressing unpopular or
provocative views. : :




, _. Teaéhing;Faculpy Promotions, Tenure, Renewal of Term: .

©o Annual Procedures
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Statement on Tenure U% Chancellor Ernest Boyer,. cont'd.

o ] . & - . ' ' "

R \? -Over the years tenure has contributed enormously to the stability
S and strength’ of the teaching profession and to instittutiodnal

exceltFence as well. "Further, the conditions of job security have

now extended"fgr beyond the’faculty, and have become a part of

petsonnel practices throughout society. The tradition of tenure

has persisted cver the years with only occasional criticism from

those who felt the abuses might outdistance the virtues of the

process.

In recent yeafs, however, the tenure debate has intensified

both within and outside the profession. The exchange has become
especially heated as the growth of higher education has begun to
level off. So long as the Nation's colleges and univérsities were

rapidly expanding, they were able to preserve a fairly balanced
relationship betgeen tenured and non-tenured faculty. However,
the plateauing of enrocllment and the resultant slowdown in faculty
growth has intrcduced the,very real possibility that in many
academic departments most of the faculty will in time be tenured.
Rapid increase in the percentage of tenured faculty will, it
is being argued, restrict the institution's capacity to respond to
educational and-:scholarly needs during a time of rapid change. Some
contend that because of continuing shifts both in the content and
the methodology of education, it is essential that younger faculty
continue to be added in order to keep the program vital. It has also
been suggested that larger numbers.cf women and minority group
members are becoming available for employment and, if future employ-
ment oppertunities are restricted, these groups will continue to be
. disadvantaged. S

o

In searching for a University response to these issues, the
needs of the institutions as well as individuals have been carefully
weighed. It is clear that ‘as State University's enrollment
stabilizes, we, tco, may have an ever increasing percentage of our
faculty on tenure if the present rate of increase of four percent
& year in the proportion on tenure persists.  Further, it is alsvo:
true that since State University has a younger faculty on the
average than mqni other institutions, the prospect of very limited
faculty turnover may persist for years to come. Given these
considerations, the University response will embrace ten inter-
related elements. )

N
- ©

¢
First, the{State University,of New York reaffirms its
commitment to the principles of tenure. This tradition S
has added enormously to the stability and strength of
our profession and, while ‘there are problems and potential
for abuses in its executfon, the principle is sound and
the poclicy will be .preserved.

<
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Teaching Faculty Promotions, Tenure, Renewal of Term;

Annual Procedures. _ S . 8 ,

: . * . -
Statement- qn Tenure by Chancellor Ernest Boyer, coht'd.

.

. Second, no rigid quota will be placed on the number of

. tenured faculty permitted in the system. While a high
percentage .of tenured faculty in a given .department or
on a campus may be educationally harmful, it alsoc seems

- clear that an artificially imposed ceiling cannot be
defended. Such an arrangement ignores interdepartmental
and intercampus differences and may discriminate against
unusually gifted non-tenured faculty, including women
and minority group members as they become available for
employment in larger numbers. '
Third, the process by which tenure decisions are made
must be strengthened to assure continuing appointment -in
the University is extended only to those who hate
demonstrated the highest competence and whose future .
performance can be reasonably expected to be professionally
excellent.

N

Fourth, to achieve this essential goal of an -effective
professional review of each prospeétive candidate, the
criteria and procedure for tenure decisions on all
campuses should bhe clearly set forth and reflect both
standards of individual professional competence and the
needs and resources of the University.

Fifth, each college will be asked to prepare an analysis

of its current and projected level of faculty staffing and
estimate the relationship between tenured and non-tenured
faculty during the six-year periocd 1974-1980. Strategies
for maintaining a healthy tenure/non-tenure balance within
and among departments will be develcped in the local campus*®
_context. ’ :

"~ Sixth, the present seven-year rule will be continued as a
requirement for tenure in the ranks of instructor, assis-
tant professor, assistant librarian, angd associate librarian.
'However, the present "prior service credit policy" should
be made negotiable on a case-by-case basis at the time of
appointment. It would still be permissible to count up to
three years prior service credit, but campus presidents would
have discretion to negotiate this with each newly appointed
member of the college faculty. ° ' :

“ Seventh, while preserving the'possibility of an initial ap-

pointment on tenure at the senior ranks, the time period
after which tenure is mandatory should be extended from three
_to four years at those ranks.

o | 53 v
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Statement on Tdnure by Chancellor Ernest Boyer, cont'd.

Eighth, a program of professional development to equip
faculty to serve in 6ther fields and for appropriate -
reasgignment to- 1nterdisc1p11nary teaching and research’
will be developed. Through the use of sabbatical leave 7
or special study leaves, most faculty members who find ¢
themselves in declining departments could remain pro--
fessionally 'productive. Y “>//

Ninth, we might also explore the possibility of creating
a certain limited number of non-tenured slots in our
institution which could be filled on a rotating basis by
distinguished visiting scholars interested in such a short-
term academic experience. Such a plan would help provide
added vitality in our academic program without Jeopardlzing,
the essential pr1nc1ples of professlonal stability

7 o E
Tenth, the matter of retirement in- the Univer31ty should be
examined.- We may wish to consider the possible reductlon of

- the present mandatotry age for retirement of faculty from
70 to 65. In addition, we may wish to give serious

consideration to the development of an early retirement plan

‘wWhich, would make attractive the withdrawal from State

University employment as early as'age 55 or 60.

These moves, taken.together, should enable the University to

maintain a vital and creative faculty, the oentral ingredient in
the educational process. I plan to presenmt to the Board of Trustees

of the University specific proposals for amendment of,their Pelicies

where necessary and appropriate to éffeqt these moves. Some items

will,

of course, require further «consultation or more formal

negotiation.

Looking ahead, I am concerned that we continue to examine the

University tenure arrangments and procedures to assure that they
remain effective. We should, for ekample, look for ways through

which the effectlveness, creativity, and professional development

of faculty members can be professionally reassessed for .those on
continuing appointment, as it now is for non-tenured faculty.

this.

[
4

‘Finally,’we must remain sensitive to the human equation in

entire issue. Dlscu331ons about tenure quotas and ratios and

enrollmént»%rends~Lhould not obscure the fact that we are not only
o

talking ab

it the Wwell-being of an institution; we are also .talking

about the céreers of hlghly qualified professionals. Here, as in
all other afeas of University concerh, we must be sensitive to the

individuxl

fflaculty member while responsibly serving droader

1nst1tutlo§al interests as well. As these twin concerns are kept

in propeyr

alance, I am convinced the appropriate policies w1ll be

developéd and sustalned.

/ A
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Teaching Faculty Promotions, Tenure1 Rsnewal of ‘Term: - v S ST .
-’&"\ w- ! ‘e ) . . "
s 1 Annual Procedures, . . . .
L , R . . Lo T IR : - B
Statement on’ienure by ChancelloriErnest Boyer,-éont'd. ' 4 o LN Fe
. . s N T Q - - .
; In the words of he recently released Joint AAC-AAUP report, a tenure > '%
_ poliay "rightly underdtood and properly admnnlstered" will be the source of ,° -
. ' strength to this Unmiversity. ¥ trust the pr1n01ples set forth 1n this statement .
w1ll contribute to that understandlng and(administration. - CL - , . '
TN e ST

) Non-Teaching Profegsionals: Evaluation: " . P , .
By .7 "It isthe policy of the Collége to evaluate formally the performance of all 'C. e
* non-teaching professionals at least. once each year, In ‘addition, informel:- L.
) evaluations may be made by an immediate supervisor at any time.. LN t _f o
- Formal evaluations of NTP members of the bargaining unit (United Unlversity
_ﬁProfess1ons, Inec, ) shallsbe made in-accordance with prodEdures establlshedxin

4 . the "Memorandum of Understanding Between' the Jtate University of New York and .

' the.Senatée Professlonal Association Relating to a System of Evalustion for S
ProfessiOnal Employees," dated May h,91972 a copy of which may be obta1ned from . -
the @fflce of the Ass1stant Vice. Rresident for Business ‘Affairs. o : ' '

(-

» - 4 d . #

N@néTeachlng Professionals Promotion‘

~
R S S .t ' . T : .

It Bhall be- the pollcfkof the College to glve consideration for promotion
of any non-teaching professional (NTP) and to permit’ promotion where appropriatef

N 1 " ' v

" . The 1mportant dec151ons relating t6 promotion and renewal of term of
members of the “NTP- sStaff are made with regard to the followﬁng criteria relating
to the, particular type of duties and responsibilities’ for which.a given.employee
is being considered: - (1) effectiveness 1n4performance, (2) mastery of -
. gpecialization; . 3) professional ability; (l) effectivenéss in University
~ service; -(5) continuing growth. The foregoing criteria are not intended to be
' -~ all inclusive. -° ™ | v o TS i
s .o . ° ) ® / . ~— . .
: Promotion of NTP membérs of the bargaining unit (UUP) may be accomplished . ~
by action of the Eresident.qr by action of-the NTP.himself. If the NP wishes . )
‘ " to mpply for his or her own promotion, he or she must follow the procedures
. : »established in the "Memorandum -of Understanding Between the State University of ' .
- New York and the Senate- Professional Association Relating to a System ‘of Promotion‘
for. Professional Employees," dated May k, 1972, a eopy of which may be obtained " .
from the officde of the Vice Pre51dent for Business Affuirs oo

-~
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. : “®Grievance Prodedure' : N ",
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As a result of state—w1de negotiations ~ all employees (w1ﬁh the exneption )
. of persons designated as ‘management confidential) have access to an ' ' T
, established administrative procedure designed 'to facilitate the resolution of
grievances. A description of such procedures is provided in tpe greements \
between the State of New York and CSEA, UUP and Council 82. X ot

L Where the Grievance prdvisions of the Agreements between the State and
L CSEA, UUP and Council 82 refer to the "President's Designee" such reference '

e - " shall-be.to Mr. Van Quaal, Vice President ‘for Business Affairs. Mr. Quaal 8 s
=+, ". . office is located in 208 Erwin Administration Building.
K - . ‘“ T ! .
- Acting President, Circumstances:
. -The Policies of the Board of Trustees provide for’the College's leadership

oo being.vested in the chief, admipistrative officer who, on each campus, tholds

i . the title of College President. The President, as a consequence of his leader-

’ ship responsibilities, may'be away from the campus frequently. Unless the .
President is out of the country, he is available for necessary.contact in

- matters of rextreme importante to the campus. However, in order to provide for

. more ‘immediate attention to matters of an emergency or routine nature, the

“ . " respongibility for the administration of tHe campus shall res® respectively
. and 'im prder with: "

o ' S ) . ‘ >' '
' ' "A. Vice President for Academic Affairs

oo ® .

Vice President for _Budiness Affairs

°Mice President for Student Affamrs : ~

+

Should 1t be necessary for all of the above to be absent

- the 'same time,‘the President or the administrator who is

n the absence of the President shall name a responsible
“serve as Acting President. Should special circumstances

from the campus at
serving temporarily
administrator tg
require this latter

~action, it shall be communicated to the appropriate offices of the College and,
to the Central Offices of the State University of New York..

. R ) . o u
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Procedures of the Prbfe>§ibnalLStandards and Ethics1Committeer

A panel of five,persoﬁs drawn from thé Cbmmittee as described
in ‘the Genesed Faculty Constitution will hear atlegations pf
breaches of ethics of“standards”compitted_by a faculty member while
performing his teaching responsibilities only after the following
steps have been taken: o T

a

1. The student, member of the teaching faculty, or N

. administrator who wishes to bring allegations against a member o
“the tedching faculty shall first submit the allegations to the

faculty member's department chairperson and shall give the chair-
person’ a reasonable’amount -of time to work out a solution
satisfactory to the parties involyed. 6 If the allegations involve
the teaching -practices of a department chairperson, such allegation
shall be submitted directly to the. Pre ident’ of the College.

o, 'If that step fails to resQl the differences, the:
complainant may submit the allegatidns, which must be written and |
signed, to the President of the College. The President or his

—

'fofficial delegate will attempt to resolve the differences informally
to the satisfaction of all.the coficerned-parties. '

’ \

3. I#=that $tep fails to resolve the'differences, the
complainant or the faculty member against .whom the ‘alkegations %re
directed may ask the Chairperson of the Faculty Benate to c¢onvene
the Professional Standards and Ethics Committee to hear the:
.,allegations. After the Executive Committee of the Faculty Senatt
has determined that this Committee is the appropriate committee
to consider the allegations, the Chairperson of the Faculty Senate
shall constitute a separate~ganel'of five members from the Committee
membership in the manner described "in the Faculty Constitution and .
sh%ll send its .chairperson a copy of the allegations.

i .

The-pénel'designated to heq; the allegations will use the ~-
following procedufes for hearing and deciding upon the allegation

presented: » o - .

- 1. In setting the date of a hearing, the pamel shall permit the faculty
member against whom the allegations are directed a-period of at least two weeks
after the delivery to the facuTty member of a dg¢tailed statement of the alleg-
ations in order to permit the faculty member to prepare a defense. The hearing
must be held, howgver, within a month of the saiy delivery. '

2




'to question witnesses®who testify orally.

* faculty member against whom the allegationé~are'directed. It

50.

PROFESSIONAL STANDARDS AND ETHICS COMMITTEE - - . ¢

Procedures of the Professional Standards and Ethics Committee, cont'd.“

-

2. When the panel 1nforms the faculty member /Against whom the
allegatlons are directed of the date of the hearin it shall
communicate to him these procedural guidelines "as well as an

other detalled rules for governing its operation which it may have
drawn up. .

3. The faculty member against whom the allegations are
directed slall be permitted a total of, three peremptory challenges
of the members of the panel hearing the allegations against him.
Panel members ;peremptorily challenged shall be replaced by other
members of the Committee upon selectlon by the Chairperson of the
Faculty Senate. /

k, All heaangs w1ll be in prlvate, without publicity.

‘ 5. The Eresident of the College or ;is-off1c1al delegate may
atﬁend the hearing and may be called as witness.

6. Both the complalnant and the faculty member against.whom
the allegations are directed shall have the rlght to be assisted by

counsel of his or her choice, but since the Professional Standards

and Ethics Committee is not a court of law, procedures applicable
in a court will not necessarlly be adhered to durlng the conduct of
its hearing.

T. The faculty member against whom the allegations are directed

"or his counsel and the Presidént of the College or his or her

officlal delegate shall heve the right, within reasonable limits,a

)

8. The faculty meﬁber against whom the allegdtions are ‘
directed shall be told the identity of all witnesses who do not appeéear.
in person and shall be permltted to. read and challenge any state-

.. ments .made by such witnesset that are considered by the Committee.

-9. The panel shall aid'fhe facalty member against whom the
allegations are directed in securlng the attendance of all
witnesses whom he wishes to appear . A

10. All testimony shall be recorded.
"'ll. Aftef.reaching a decision with respect to a case, the pgnel

shall send its written recommendation as to what action, if any,
should be taken and a copy of the record of the hearing to the

08
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“Procedures of the Professional Standards and Ethics Cbmmittee; cont'd,

shall also send its written necommendation, a copy of the record of
the hearing, and a statement of the procedures it followed to the
Chairperson of the Faculty Senate, who shall forward copies of all
three to the President of the College for his action. v

1

PROFESSIONAL STAFF: RESIGNATION & RETIREMENT:
State University policies regarding terminations of service
and retirement are, provided in Articles XIv and'XV of the Poliecies

—— enramt— ettt et

¥

‘of the Board of Trustees, 19Th. - :

Professionals who are resigning or refiring should inform the-

. President of the College by letter of their intentions.

AN

COUNSELING STUDENTS

The counselihg of students for problems that are associated
with adjustment to the college situation is carried on by the
Counseling Division of the Office of Student Affeirs. Trained
counselors are available to help faculty who feel that students are
in need of professional services in this respect. The College
also-has available the services of a psychiatrist for consultation.

<

Faculty Advisors; Academic: P

Academic advisement is a responsibility of the teaching faculty.
of. the College. Assignments for this responsibility are coordinated
by the Coordinator for Academic Advisement. Faculty advisors are
responsible for the orderly progression of students through their
chosen program of study. The advisor must verify that the student's
choice of subjects is consistent with’ his or her program at pre-

" registration and at such other times as is necessary.

Advisement Policy:

i

I. Assignment of Advisors' ‘ .

A. Academic-advisors shall be assigned to all Freshman,. to all
' first semester{Transfer Students, and to all other students
who d6 not wish to assume full responsibility for their own
program. ’ ' '

Rl

-
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‘Advisement Poliq&, cont'd.’ / /
. B, For all students assigned %o academic ‘advisors, the - ‘
following procedures shall be followed: , .. ’ v

1]

1. Freshman .

a. Entering Freshman shall be advised during the
summer orientation program by a group of advisors
assigned especially for this purpocse. Where thez
student hgs a preference 1n a brocad academic area,

/ .such student shall be assigned to an advisor
representlng that area.

s : The faduwlty- appocinted to advisement duty during
N ) summérabrientation shall include at least one
[ member from each of the following braod academic
areas: Education, Fine Arts, Humanities, So
. Sciegnces, Physical Sciences.
b.’ SecoLd Semester Freshman; For the purpose of prf
) registration for the second semester - of the -fres
o ) man year, students shall be assigned tc advisors
who have expressed interest in Freshman advisement
specificglly, subject to the,following provisos:
. . -
1. Where the student has expressed a pre=-
ference for a broad-academic area, every
- effort shall be made to assign an advisor
from that area.
! ' 2. A student with a clearly stated commitment
- tc an academic major or program shall be
‘> assigned an advisor in this major depart~
" ment or program prior to preregistration.

g

R -

c. Assignment to regular advisor: By the middle of the
8econd semester of the Freshman year, students shall
be given the opportunity to elect,a maj)of or major
program and shall be assigned to an advisor in the
appropriate Department or prog{am.

Any student who does not elect a major program at

this time shall retain his or her initial advisor

until he or she requests a change and/or elects a
. major. Co
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Advisement Policy, cont'd. : ' .

2. TWansfer Students. . 4 )

4 N

[N

a. - Entering transfer students shall, where possible,
be given an advisement appointment during the
summer (or semester) -preceding their first
registration. Advisors shall be those appointed
for advisement during summer orientation.

At orientation’, the student shall be assigned to
an advisor from_ his or her broad academic area.
The student and his advisor shall have ayailable
at least preliminary evaluatidon of transfer credits.
It is the student's responsibility to see that his
or her transcript is forwarded to the Office of the
Registrar. . .
Following the initial registration, students shall
be assigned to an advisor in their majJor department
or program.

"ﬂf B

b. Where the transfer student arrives on campus too

: _late for the above procedure, such student shall be

- asked to elect a major and shall be assigned to an
' advisor in his major department or program.

.The student and the advisor shall have available at

least a preliminary evaluation of transfer credits.
Upon electing a major department or program, the student,
shall be given the option of choosing his advisor within the
Department or program subject to the approval of the
Department .Chairperson (or Program Director) and the
acceptance -of>~the responsibility by the designated advisor.
If the student a$bresses no preference, the Chairperson
(or Director) shall assign the student an advisor.

A student may reguest a change of advisor, either because

of & change in major or because he or she feels that a

change of advisor will be beneficial to his program. Official
acceptance '0f a-new advisor must be approved by the advisee's
Dephrtment Chairperson (or Director).

All such changes shall be reported to the previous. advisor,
the new advisor; the appropriate Department Chairperson
(or,Director) and the Office of the Dean for Instruction in
-order to provide continuity in the student's program.
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~Advisement Policy, cont'd. w

T

IT.

E. All Sophomores, Juniors and Seniors (with the exception of
first semester transfers and those in academic difficulty)
shall have the option of dispensing wi?hﬁformal\academic h

advisement provided that:

1.

@

A.

'B.

Y

c.

" availabl

ygaf?xx\ww

e -

N « ~

The student signs a release form which“is the pre-
registration card indicating that he assumes personal
‘responsibility for meeting all general and major degree
requirements for graduation from the College. The form
shall be deposited with thé Registrar and be retained
as part of the student's record so longuﬁéwthe student
is in residence. i '

All students shall retain their assignment to a
permanent advisor whether or not the student has
elected to act as his or -her own advisor. Such-advisor
shall maintain a file of the student's records which
are distributed.

Any student who is acting as his or her own advisor
and who subsequently requests assistance with advisement
shall report to his or, her permanent advisor for such

assistance. . v . s -’

Advisement Procedure

~
i

The most refent College Catalogue shall be made available
isor and student. The catalogue shall be
in time for the summer orientation program each

D

Summer orientation advisors shall be provided with
descriptions of new courses and programs. Students and
theirr advisors shall be supplied with current and

correct official curriculum guide sheets and brochures
prepared by the Office of the Dean for Instruction
summarizing general degree requirements as well as other
daterials which may be deemed necessary. New guide sheets

"and brochures will be issued as necessitated by official

changes in program, major or degree requirements.

Academic advisors shall be provided with a record of all
changes in a student's program including the student's

use of the Drop/Add option. (Implementation of this policy
section may be deferred until the campus acquires the
necessary computer capability). : -

-
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Advisement Policy, cont'd. ' : o .

D. Each semester prior to preregistration,'the‘Office of
" the Dean for Instruction shall provide each student with
a record of his progress through the degree requirements,
such record to be revised in the event that degree }
requirements change. (Implementation of this policy -
section may be deferred until the campus acquires the ‘
necessary computer capability).

III. Responsibilities

A. Responsibility of Academic Advisors
1. The advisor shall be aware of the currlcuéﬁr
requirements of each advisee.

.

2. The advisor shall keep records of decisions made

' under advisement each semester on the official
curriculum guide sheets. ‘A record of courses taken
shall be kept current. :

3. Advisors shall post a reasonable number of office
hours for .advisement during the registration periods.

4. Advisors shall observe the general College Policy
of preregistering students in courses for which they
have had adequaﬁe preparation. Advisors shall take
note of the numbering sequence of courses, and try
to maintain an orderly progression of study from the
most elementary through the most advanced course work.

5. First-year facul%y should not be asked to advise,
unless they have had prior experience with advisement.

B. Department Responsibility

1. Departments shall make an effort to keep Catalogue
course descriptions consistent with actual course
content. Where significant and legitimate variations
in actual course content can be expected Catalogue
course descriptiqQns should be sufficiently general to
encompass this rq}ge of variation.

2. ‘Departments shall be glven the optlon of designating
K_ specialized &dvisors. v

-
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'Advisement‘Policy, cont'd.

a. These advisors shall be; ’ (

1. general advisors who are assigned students
uncommitted to a major program

2. certification advisors'whd work with students
seeking certification

3. department major advisors who work with students
majoring in the Department

b. In _departments adopting this specialization option,
sd/h specialization shall constitute a limiting
factor on the student's rlghg to choose his dwn
advisor. o : -

c. Such specialzed advisors can be given release time
only by special sighed permission of the Office of
the Vice President for Academic Affairs. .

3. Temporary advisors shall be appointed by the Department

. Cheirperson whenever a permanent advisor\is abgent from
campus . during the advisement period by reason of leave,
other_profes516nal duties, or illness.

4. Departments shall not ‘refuse to. provide advisement for

all students who request advisement from them approprlately,

or who are referred to them for adv1sement by the Dean
for Instryction.

5. The student in advisement shall take the responsibility
for any changes in his or her signed program.

C. Student Regponsibility

1. The student shall familiarize himself with Core Regquire-
ments, Degree Requirements, hours (credits) required for
Graduation and Academic Policies as stated’ 1nlthe College
Bulletin. o :
-
2., The student shall arrange an appointmentlwith his or her
advisor during the regularly siEeQuled advisement periods,
3. .The student shall be responsible for the delivery of his
advisement folder to his or her new advisor whenever a.
change of advisor is approved.

64
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Advisement Policy, cont'd.

BN

4, The student who is in the active advisement program shall be

responsible for notifying his or her advisor of all registration

and of add course changes.

D. Administrative Responsibility

In the absence of the advisor during a registration period, only
the Dean for Instruction or his or her deputy shall have the
authority to change a student's program, or enroll the student in
. a class not approved by the student's advisor.

1 »

2. The Dean: for Instruction shall send a final copy of each student's
, program to the student's advisor at the end of each registration
period. {Implementation of this poliecy section may be deferred
until the campus acquires the necessary computer capability).

-

IV. Verification of completion of degreé requirements

A. Verification of completion of all degree requirements for graduation
shall depend upon review of the student's record by the student's
advisor (where applicable), the Chairperson. (Director) of the Major

department’ or degree program and the Office of the Dean for
Instruction.

V. Registration Procedures

R
;

A. All students on campus shall register properly during the registration

period.
B. The student serving as his own advisor will obtain his registration \\
card at registration. _ ) - .
C. The Drop/Add period provided for necessary program changes shall be \

limited to a 5-day period, which shall begin on the Friday of" the
first week of instruction and continue for 4 working days thereafter.
Yo student shall be permitted to add a course after the end of the
drop/add period. ' v N
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'.Faculty Advisors for Student Organizations:

’

o a
Faculty advisors or an approved substitute may be nominated by the

student group. In some cases, such as departmental clubs, the department will
suggest available faculty names for advisors. Organizations seeking advice

on advisor selection should consult the chairperson of the Student Affairs
Committee of Faculty Senate or the College Activities Office. Advisors will be
recorded in the College Activities Office.

© ,
23

Function: .

The primary function of an advisor to an orgenization is that of
consultant. When present at the meetings and in working with the students,
the faculty advisor should perform in a consultative role. The group must
give the advisor the opportunity to work with it, to be familiar with its
program, to get to know its members and to think of himself or herself as part
of the arganization.

The advisor magy work closely with a group or act only as a cohEultant, at
the discretion of the organization. However, an advisor is expected to maintain
meaningful involvement with the organization, this usually involving attendance -
atﬁmeetlngs or consultation with organizational officers. The advisor may assist
the organization in its attempts to evaluate its strengths and weaknesses. He
or she can give it contlgulty that is otherwise difficult to maintain with.a
constant turnover in a student population. A faculty member will contribute his
time and service as permitted by proper attention to his or her primary
responsibility - his professional work. i

. Ind1v1dual faculty adv1sors giving legal and responsible adV1ce should be-~
covered by the Public Officers' Law, Section 17. Non-college advisors should
be advised of* their 11ab111ty status by the Student Activities Office.. Consult
Faculty Handbook. for provisions of the law. "It should be understood that the
faculty advisor does not necessarily adhere to the political or social views of
the organization to which he is advisor.

Relationship of Advgier to the Coordinator ofmCQllege Activities:

Faculty advisors and members of the student group are urged to talk with ’
the Ccordinator of College Act1v1t1es whenever they wish to explore further any

matter which pertains to the partlcular group. ',
The faculty advisor is the 1iaison and active agent‘for assuring that
college policy is properly interpreted and implemented by the particular group.

The Coordinator of College Activities will assist any group with a

©

particular problem or project. C i :

v
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Profes§ional Organizationsg:

There are local- chapters of the following professional organizations
at (Geneseo:
American Association of University Administrators
American Association of University Professors
New York State Teachers Association
JFaculty Association, State University of New York
Phi Delta Kappa
Kabpae Delta Pi
United University Professions

+

Artist Series: L

The Artist Series at SUNY-Geneseo, called the Limelight Series, brings'
to the campus professional performances of the highest caliber in music, dance
and theatre. The performances are selected by the Limelight Council, a part
of theé; dent Activities Commission. Tﬁg Council is composed of students and
is advided\ by the coordinator of cocllege activities, three faculty members from
the ¥ine Arts Division and one faculty-at-large. The Limelight Series is
subsidized mandatory student activity fees, thus providing excellent cultural
events at reduced cost for the Geneseo community.

The Limelight Series iS'opeﬁﬁgé all students, faculty, staff and the public.
The programs ha reserved seating and Series subscriptions are available. Infor-
mation. regarding the Series subscription’sale which is held during the first weeks -
of the first semester can be obta’wmed by, contacting the College Activities
Center. Individual\tickets to e:EZ performance are also usually evailable and
may be purchased at ﬁhe College Union Infoym&%ien«Qgﬁtér Sne week prior to the
performance. . . . \< > . ‘

d workshops which are part Qf the programs on the
open and are-publicized i¥ the local media.

Artist Residencieé
Limelight\@¢rigs are usual

; .
. j
ﬂhe College Relaéieﬂé/Office:

The Office of Coliege Relations is designated by the President as the office
responsible for publicizing activitides at the college and those held on campus
under the direction of college personhel. ' :

The office is interested in news involving mémbers of the campus community,
including faculty research, publications and awards, specihl programs operated by
faculty or staff, and general interest activities. '

The office will disseminate information on college events to the news media
and\gﬁsuld have this material in advance to insure that it is properly prepared.
Those ip charge of various activities and programs7should feel free to cgnsult
with }he Director of College Relations regarding publicity. °

.
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; The "Geneseo Compass'" is the College's officf®l newspaper. Published
iweekly during the academic year by the College Relations*Office, the Compass
s distributed free of charge to all campus buildings, including the resigdence
e jhalls. It is also mailed to some 600 area residents and alumni who have asked
;to receive the paper as a means of keeping up-to-date on activities at the
College. The newspaper .is intended as a vehicle of information and communication
for all members of the College community. Faculty, student and staff members and
organlzatlons are encouraged to submit newsworthy information and letters on
matters of concern tc be considered for pdbllcatlon.

All material should be typed double-space and be brought or sent to the
College Relations Office, 201 Erwin, by 4 p.m. Mondmy of the week in which
publication is desired to &llow for editing and placement. Final decisions
regarding publication of all geterial submitted rests with the Editor.

. ’ . ’ \
Speech and Hearing Clinic: ‘

8 Dlsorders and defects of speech such as artlculatlon phonation, language
disorders, delayed speech, stuttering, aphasia, speech problems related to
hearing as well as diagnostic hearing testing are,a daily concern in the Speech -
and Hearing Clinic now located on the second floor of the Sturges Building.

’ - ¢
' In addition to college students, the Clinic enrollment 1ncludes children

from area, schools including Holcomb, Canaseraga, Wayland, and York. More tHhan
lBO_ind1v1duals re seen weekly, 1nclud1ng referrals from physicians.

Diggnostic speech and hearing examination, ‘or out-patient clinics, are
) scheduled for any New York-State resident upon request. The results of testing
“ determine enrcollment in Clinic or referral tc cther agencies. .
. . The Speech and Hearing Clinic, functioning in the dual capacity of service.
and training, offers the, curriculum majors an excellent background and

professional experlence for taking their place in the educational and clinical
world. ' .

’ 0 : .-
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Campus Laboratory School o e

a -~ o

, Wlnfleld A. Holcomb Campus SeHool was opened in l§6‘ nd was designed
o to me t the needs of a'modern educatlon program for ‘children. The Sehool
& conta1ns observatlon rooms, “closed 31rcu1t telev1s1on fac1llt1es, ¢linical areas,
,and other speclallzed &reas - Cow T e . Y

o

iy . R - e
’- .

The Holcomb Campus School serves as 4" site for the observation of dhlldren,
partic1patlon,'and ‘some of the student teaching programs of the College 'These

- activities ‘are of a varied nature and 1nvolve several departments of the Collége
as-well as th@ mayly concerns of the Division of Edueation including the Readlng

Ci inlc an@ Special Education for Gﬁilgren W1th\Retarded Mental Development .
Some: of the activity of the Campus School faculty and students relates fo

exploratory work in -education, and there is also use of the staff of the school
88! consultants in. special .fields. :

.

\
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College Bookstoreu( - o ’ : N R I
»““ w “‘ "ﬁb: ' »” O'O’ a ‘
Thé College Bookstdre is operated as’ &, sefv1ce to students, faculty and staff.
Its policies are under the control’ and direction of the Faculty student
Associatlonv The convenient location of this fac111ty on the mein floor of the
College,Unlon makef-lt the recognlzed source for textbooks supplles, and
_ & +personal books.. ’ .7 &

A . 5 - N [ ’ -
. . ) .

- Among the services prov ed by the Bookstore are” orders for maga21ne’

subscriptions, trade books, caps- ‘and gowns. "An’ extensive paperback llbrary
is also available &t the Bookstore. . ‘

:

« 4 . ~ -

- - /. Reiular'Bﬁokstore hours : Monday through Friday ' .
. o S T 830am -h30\pm

"

. Closed Saturday

"\. ]
 ihteugh Fridey = . > '
.m. —12:30 p.m.. )

‘o  The Colleg[ Unlon.ls the communlty center of the College. Its facilities
. and serV1ces are Ior the use and be efit of the ent1re college  community&- )
° students, faculty, admlntstratlon, "umnl, and guests
& . 4 .
Included in th Unlomﬂfac1lm§?v
* snack, bar, musie listening rooms,
several lounges,_a ballroom.'meetlgg rooms,
Union. and Activities. staff offices.

’

the CollEge Bookstorey a cdfeterla/
g¥recreation ares, a crafts center,
tudent ©ffices, and the College

Y
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College Union,'eont'd.) R - o . ‘
. ) T e
The College&Union and Act1v1t1es D1v1s;on has respon31bility for schedullng
the Union and other campus facilities for events and activities sponsored by
stadents, faculty,,andestaff. - AR " Co
S - X . v < ) _‘.' V ,6"

Information regarding schedullng and reservation proc%éures may be obtained
from’ the Activities Center locqted on the third level of the College Union
(Tel. 245-5855). - : ) - : .

-

.

» . ‘ . ¢ r 2
-Cdllege_Badio Stations: % . '
‘ G
There are two radio *stations on campus. WGSU (FM) is +licensed by- the v

Fedenal Communleatlons Commission as an Educa+1onal FM radio station.operating
on its as31gned frequency of 89.3 megacycles with ad effective radiated power

of 1,800 watts. Thls statlon is superv1sed by the Instructlonal Resources
Center. , ;

(%

e . - )

A second radio station WGBC (AM), which is student operated, tr4nsmits to
. the ceollege residence halls by means of closed-circuit carrler current at 640
kllocycles on the AM dial.® o o -

o *
. . "
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. L COLLEGE LIBRARIES
. . A

» ) o

Cpllege lerarxﬁ General :- S B ' .

v

The mission of the - Cpllege Libraries i8° two fold to build, and organlze
comprelensive collectLons in support of undergraduate, graduate, and faculty
study end-seholarship, and to provide information services which will encourage

’ optlmum ﬁse of llbrary materlals and facilities. o : s

The College s library collectloﬂﬂminqlude the general book and. perlodlcal
scollection, the general reference collection, the federgl and state documents '
deposltory collections, the Gurriculum Materials .collection, maps, and recordlngs.
Special Collecticns maintained include the CQllege Archives, Rare Books, the o

* Genesee Valley Historical Collectlen, and various smaller segments. The Library
«Science Library includes materials relating to llbrary and 1nformat10n science,
printing, documentation, and’ juvenlle and young adult books. The llbrary

* . . collections are organized by subject follow1ng the Library of Congress system
\.for book classification.

4
" ' : ; : -
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COLLEGE, LIBRARIES, cont'd. | - L

.A’\} ‘ . . ‘, S,

Library Hours: , ‘o

.7

During the reguiar academic year, the Library is open 93 hours each -

yeek: : . ' S . ' ' -
» . Monday - Thdrsday A 8€OO a.m. --11:00 p.m.
Friday , P 8:00 a.m. - 10:00 p.m. : .
N. Saturday - : l , 9:00 a.m. - Sioodp.m;
. | Sunday ’ ‘ | ~ 12:00 p.m. - 11:00 p’;m. | ‘.‘ .

-

!

Orderlng Materlals:

Library materiels are ordered through the’ department with the approva&
of the chairperson or a designated llbrary‘respresentatlve Purchase
recommendation forms are secured from the chairperson. Purchase recommendations
must be typed on the form provided. Accurate bibliographic information is
essential. Book corders are usually processed within a few days of receipt.

. ) ) . . i

Wy . Books, backflles of periodicals, and perlodlcal ‘subsériptions are charged .
te the department's library purchase allocation. Allocation balances are

5 adjusted biweekly and information comcerning these is dvailable  upon request to
the department chalrperson or- the des1gnated repregentative.

Normally, &a new volume is processed aéggready for use within one month )
after it has been received. As books are added to the collection,.copies of
’the,g_gg;nal order form are returnedeto the cﬁairperson of the department
initiating the order. TRis enables the department to .accumulate a file
indicating library holdings in a particular subject field,.~ The Library's New -
'Book List, listing most materials added, is distributed blweekly to all\
‘department chalrpersons for routing and posting. L o

w oot ; . -
ReserVe Requests: N . o

‘ Course collateral readings are given "reserve" status at the instructor's
request. Only " tems whith are required. readlngs may be placed on reserve. -
Reading assignments should npt be made until®thé book has been processed for
reserve. The usual loan perldd for reserve materials is 2- hour/overnlght loan.

, One-, three-, and seven-day loans may be specified,by the instructor if preferred
‘Only one item may%he charged out to a borrower at one time.

- \
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COLLEGE LIBRARIES .

- o

v

‘Reserve Requests, cont'd.

" Reserve list forms and instructions are secured at the Milne Reserve
Desk. All information requested on the form should be supplied by the
instructor. Requests should be typed with the books listed in alphabetical

order by the name of the author. Requests are processed in order.of receipt .
with the exceptlon of those with incomplete 1nformat10n which must be done
last.

Y

Two weeks prior submission is expected at the beginning of the semester.
During the semester, at least three days notice is necessary.

-Loans to Faculty:

. Faculty ma;\eharge general collection materials for one year. Materials
are subject -to recall after four weeks if requested,by another borrower. =
Recalled materials.can be recharged to the faculty &ember following their .
interim use if so requested. Items may be renewed once.

Restricted loan items, including materials from the Curriculum Resources
Center, Special Collectlons, and Reserve, circulate to faculty members for the
, . 8pecified time periods. Periodicvals circulate for two days. /Spec1al permission
may be obtained from a reference 11brar1an to borrow collection materials.

@ [l

Eacuity spouses mﬁ; borrow materials for the normal three week loan period
after completing a,borrower's.identification card at the.Circulation Desk.
~

As with any borrower,’ faculty members are- respon51ble for the replacement
cost of dny library item lost or severely damaged whlle in their posséssion.

-

Inter-LibraryWploans:. ' ‘ . .

With some exceptions, research materials not available in the College’
Library may be secured from another library in the region, state or nation
through inter-library loan. Requests for such materials are made through the
Reference Librarian. The Library is a participant in the Rochester Regional
Interlibrary Loan System (RRILL) and the New York State Interlibrary Loan
. System (NYSILL). o

A
~



HEALTH SERVICES

/
‘ The College has a modern Hea;&h Center for the health care of the student
body. The Health Center is administered by the Office of 'Student Affairs and
is under. the controcl of the Director of Health Services. The Health Center -
includes out-patient clinic services as well as an infirmary area for in- g
patiept care. It is staffed by a professional medical and nursing staff and
is a'allable to students for their health needs. -

.
'

Medical Exemptions:

The Health Service does not excuse students from classes; this decision
is made by the instructor. Absence due to confinement with illness will be
recorded in the student's Cumulative Health Record and can be reported at the
student's request to an instructor in the following cases: (1) the student
is seen for illnessg at the Health Service'and/is admitted for in-patient care,
sent home, or hospitalized; or (2) the student has been ill at home or hos-
pPitalized and brings a statement from his attendlng physician. The student
should notify the Health CzﬁbQ{ upon return tc campus from medlcal absences or

leaves. 2 . K o
. N . \ . ) ’
It is the responsibility of thé\\zdaent alone to satisfy the instructor : N
-regardlng other absences. The instructor, with the student's knowledge and '

consent, may ask a physician or psychiatrist about conditions which did not
require confinement but may have affected academic work if he or she chooses to
. do so. The Health'Service will not ordinarily initiate such contacts. i’

/ /
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Recreational Facilitiesﬁ

The facilities of fthe Health, Phys®al Education and Recreation
Department are available to faculty and staff throughout a seven T —_
day week period at designated times. . A time schedule is set up for =<
each semestér and summey session at the beginning of the schooL- gar.
The handball, squash, paddleball courts must be scheduled dallY\bu\
all of the other facilities of the Schrader building and the Annex'T\
may be utilized by faculty and staff for participation in ‘Intramural
and Recreational activities other than class. hours. . Opportunities
for recreation are also provided to the immediate family members of
faculty and staff. - )

r

A complete schedule for the use of the fac111ty may be obtained
from the Health, Physical Education and Recreation Department.

[y

.'g\p“

- INSTRUETIONAL RESQURCES CENTER

. The functlgn of the Instructional Resources Centerwls to make
the total college instructional program more effective. Therefore,
the Center will asdist and guide faculty qn the selectlon, productlon,
and utilization of media to facilitate learning. @? -, g' .

Consultation service is available to help faculty plkan .for ¥
the use of all types of media in their courses. In addition to .
consultation services, the Center aids in the de'sign and productiaqn
of audio materials; television presentations (live or recorded);
photographs; black and white and color slides; motion pictures;
many types of graphic materials including overhead transparencies,
charts, graphs, illustrations and other designed instructional
materials. Training $elated to the use of materials and equipment
can alsoc be %rranged.

Requests for films and other rentable instructional materials’
should be sent' directly to the Center for processing (this service
includes ordering, receiving, distributing, and refurning the
materials for the faculty members). Whenever there is a charge for
the\remtal of materials the cost will be borne by the department
using the material. Support services such as equlpment and operators
will be provided whenever possible. These needs can be booked
directly with the Center. ’

Purchase of Instructional Media:
o~

o s
~ 4..,1

During ‘this perlod of “Ffiscal restraint, the College is obliged
to institute procedures designed to provide for the best possible ’
care and use of instructional media. The problem that needs to be
solved is two-fold: (1) how to avoid duplicating purchases, and

. T
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INSTRUCTIONAL RESOURCES CENTER

LTS

Purchase of Instructional Media, cont'd.

H

. ; K .
(2) hew to arrange for certain College-owned equipment currently

houség in the departments to be inventoried and placed in the

I Instfuctional Resources Center for wider utilization and better
care. ’

&// """""" In ordeg to avoid duplicate purchases of instructional media,

,R\ the following procedure will be instituted, effective immediately:

(1) Prior to instituting purchasing procedures, the depart-
‘ment chairperson should consult the Coordinator of the
Instructional Resources Center. . e

(2) The Coordinator will advise the chairperson as to whether -

; the College already owns the media, and if so, whether

%N it can be made available to the department without

: ' purchase. :
%3)' If the College does not own the media or if it is un~
' @vailable for use, the Coordinator will advise the
chairperson and the Purchasing Office.

(4) .The chairperson will then submit a purchase requisition

to the Purchasing Office in the usual fashion.
-

. \
CONSENT AND RELEASE FORMS FOR' EDUCATIONAL RECORDINGS

Unusual and Controversial Recordings:

_ The Instructional Resources Center occasionally produces
recordings where the subject matter may be of an unusual or
controversial nature. Such recordings sometimes ralse problems
involving right of privacy, defamation of character, obscenity,
propriety, ete. The following memorandum by no means exhausts this
guestion nor do the policies 'stated cover all circumstances. The
comments below are presente® to faculty members as information and
guidance in their handling of potentially delicate situations.

) The policy of the Instructional Resources Center is to obtain

a release, prior to recording, from each person who is expected to
appear on & videotape, audiotape, motion picture film or other re-
cording made by the Center. The release is designed to establish

a legal relationship between the University and each person involved.
In order to protect all the parties involved, however, the release

o
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CONSENT AND RELEASE FORMS FOR EDUCATIONAL RECORDINGS '

Unusual and Controversial Recordihgs, cont'd.

Ve

does not give the instructor (the "recording party") who engaged
the Center to make the recording the right to use the recording in
such a manner as to intentionally misrepresent or distort the. views
of any pefson or to intentionally defame, invade the privacy of,

or otherwigseiplace any person in disrepute.

. The recording party is cautioned that he is responsf%le for
both the content and the utiliqation of the recording. It\is the
policy of the Center that no playback of any such recording will.
take place without the presencé of either the recording party or a

properly gqualified profess1onal designee appointed by the recording
party. . -

The audience should Qe apprised of the professional ethics
involved in Honoring the privacy of the material. An appropriate

briefing of the audience shall be the duty of the faculty member
who is supervising the playback.,

Any editing of the recdrdings that may be deemed necessaxy -
is the joint responsibility of the recording party and Instructiomal

Resources Center personnel. Such editing is Hfrt%cularly important
when documentary recordings do not prdovide thJ@ sual controls or
expectations. © It is, therefore, the policy o‘W'he Center that

problems involving right of privacy, defamatio’

obscenity, propriety, etc. may be edited from tﬁe recording at thé
discretion of the recording party.

Finaily, with respett to the content of recorded material for
which the recording party is professionally responsible, the record-
ing party hereby agrees to hold the Center and)the University harm-

.less and indemnified against any and al;/ieg'i'actions brought by any

and all persons where such action or actions are based on alleged
invasion of privacy, defamation of character, or obscenity..

I have read the aboye and recognize my responsibilities and

obligations with respect to the policy regardlng Unusual and’
Controversial Recordings.

DATE - . RECORDING PARTY




CONSENT AND RELEASE FORMS .FOR EDUCATIONAL RECORDINGS, cont'd.
N ! .

i

Faculty/Staff/Developer Educational Recording Consent and Release:

TITLE: X
TAPE NUMBER:
DATE RECORDED:
DATE ERASED:

I ) , for consideration received,
do hereby give my ,consent to the State University of New York, and
those acting pursuant to its authority (hereinafter referred to as
the "University") to exhibit\\o broadcast, circulate, or otherwise
publish and republish the above-described videotape, audiotape;
motion picture film or other recording, including any copies it may
have made thereof, which I have developed and/or in which I appear
(hereinafter referred to as the "recording"), subject to the
condition that such “publication and republication shall be for non-
profit educational purposes only.

I acknowledge that the University shall have the right to edit
the recording in consultation with me, provided however, that-the
editor shall exercise good taste and Judgement with respect to
‘possible defamatory and controversial materials. Provided the
University does not willfully misrepresgnt or distort my expressions,
views or work product, I release the University from any ¢laim that”
I may have by reason of the making or playiﬁg of, the recording.

I further release any proprietary right I may have in the
recording, and consent to the use of my name, likeness, voice and
biographical material in connection with publicity relating to the
recordin However, 1 reserve the right to withdraw th rgtording
from circulation for a stated period of time for any reason what-
soever, upon my written request.

Further, I acknowledge that this consent and relgase shall be
of perpetual duration. However, at such time as the University shall
deem the recording to be of no further non-profit educational utility,
the recording shall be destroyed. -

DATE , rs ' SIGNATURE

Address

77




CONSENT AND RELEASE FORMS FOR EDUCATIONAL RECORDINGS, cont'd.

¢

Participant Educational»RecqrdingAQonsent and Release: |

TITLE:

TAPE NUMBER:

DATE RECORDED: .

DATE ERASED: ~ !

I , for consideration received, do
hereby give my consent to the State University of New York, and
those acting pursuant to its authority (hereinafter referred to as
the "University") to_exhibit, broadcast, circulate, or otherwise
publish and republish the above-described videotape, audiotape,
‘motion picture film or other recording, including any .-copies it may
have made thereof, in which I appear (hereinafter referred to as the

"recording"), subject to the condition that such publlcatlon and
republication shall be for non-profit educational purposes only.

I acknowledge that the University shall have the right to
edit the recording, provided however,, that the editor(s) shall
exercise good taste and judgement with respect to possible defamatory’
and contrqversial matetials, Provided the University does not )
willfully misrepresent or distort my expressions, views or work
product, I release the University from any claim that I may have by
reason of the making or playing of the recording.

I furthér release any proprietary right I may have in the -
recording, and consent to the use of my name, likeness, voice and
biographical material in connection with publicity relating to the
recording.

Further, I acknowledge that this consent and release shall be of
perﬁgtual duration. However, at such time as the University shall
deem the recording to be of no further non-profit educational utility, |
the recording. shall be destroyed. , ) |

DATE . T SIGNATURE

Address

Conéent and Release of Parent
or Guardian if participant is
under twenty-one years of age.

DATE SIGNATURE :

A}

Address




VISITORS TO THE COLLEGE

4

- Regulatiogd/g;verning Non-Students:

1. BExcept in the case of charitable fumd-raising campaigns, no individual
or organization may seek contributions, advertise (outside of student
, publications), or conduct business on the campus. Persons invited
’ beforehand to conduct business with College officials or to meet
students for business purposes in thelr private rooms may come on
campus to meet only those persons who requested an appointment.” A
State University Board of Trustees resolution (66-156) Specifies that
"no authorization will be given to private commercial enterprises to
operate on State University campuses or in facilities furnished by the
University other than to provide for fcod, laundry, dry cleaning,
barber and beautician serwvices and cultural events."

2. Non-students may enter the campus only when attending a public event
(lecture, tour, performance, exhibit); using a facility or recreation
‘area scheduled for public use; or keeping an appointment with or being
egcorted by a member of the student body, faculty, or staff. Persons
not engaged in unacceptable conduct will be given the benefit of any
doubt as to their reason for being on campus and.allowed to proceed
toward one of these destinations. However, any non-student may be
ordered from the campus at the discretion of security officers or a
member of the faculty if his or her behavior violates conduct regulations )
which pertain t6 members of the academic community or if it becemes "
clear that he or she has no specific destination, Failure tc obey such
order will lead to arrest for criminal trespass (Penal Law 140.05) and--
any other vioclation of+law which might simultaneously occcur. .

3. For reasons ®f cempus protection, certain former students or other
non-students may be explicitly disallowed any campus visitation
privilege whatever at the discretion of the Vice President for-Student
Affairs dFta?e Vice President for Business Affairs, and will be notified
of this é iplng. A person thus notified would be subject to-

immedjieay rigét for trespass upon appearance on College property.

Persons visiting the College on official business-may have overnight
accomodations reserved on their behalf by members of the faculty through their
department chairperson and/or the administration. Rates and room information
are available at the College Union Office.

Limited visitor's parking is provided in the forecourt in front of Welles,
the lot near University Drive and Court Street, and the 'K' lot to the south of
Schrader Gym. Guest parking cards are available at the Bursar's Office, the
Erwin Reception Desk, the Holcomb Schoel, and the Security Office.




- VISITORS TO THE COLLEGE, cont'd. ' S

No food service for’ guests/y’n be charged to the College“ However,
upon request to the President'erOfflce, meal tickets for official guests may
be secured. \

' Procedure: (Suggestions)

1. With letter of invitation, send in advance,
a. campus maps
b. guest parking card, if guest is driving, dated and signed
(otherwise provide to guest upon arrival).

2. Arrange foz on-campus housing well in advance by contacting the”
| College Union Office (5851). -

3. Questions may be directed to the Office of Business Affairs, o '
Erwin 208, phone 5601. . :

4, . Campus Securlty may be contacted for asgsistance twenty-four hours ot
daily by calling extension 5651. . .

[

PUBLICAEIONS OF STATE UNIVERSITY'OF NEW YORK

The State University of New York issues certain official plblications at
regular intervals. While some of these aye not availabl o all of the faculty )
members, copies are generally distributed to administrative officers and depart-
ment chairpersons. : :

- &
State University publicatlons 1nclude The Annual Trustees Report;
Scholarships, Fellowshlps, and Lo#&n Funds; Annual Summary Bulletinj Annual State
University of New York Director; weekly State University News; Annual Director

of State University Local Councils; and Policies of ‘the Board of Trustees.

News of Geneseo's activities is forwarded each week to the Editor og the
'State University of New York News. Additional contributions from faculty members
are welcome and should be forwarded to the State University of New York News
through the Office of Collegg Relations. v




Réleage of Addresses: : ) . . °

0]

General college policy is not to release nemes and addresses of faculty
and .students for commercial purposes. Am exceptlon is made in sending the

,Unde}éraduate-and Graduate Bulletins to educational publishers who supply sample
copies of textbooks to faculty members. :

5 .

Use of College Facilities™

College facilities are availabel to faculty, students, and campus
organizations for the sponsorshiﬁ of various educational programs, including
partisan political presentatidns in the context of equal opportunity and :
eventyal balance of viewpoints, College members may be allowed to act as '
sponsoring hosts to external organizations which actually present programs.
All programs will be conducted under college guidelines and supervision, and
they may be open to the publie. N

‘The following specific condifions apply: ! o

. 1.. Fund raising is @ermitted on campus for direct program costs,
the internal operations of College organizations, or contributions
to non-profit, external political and charitable organizations.
Esch fund- rgising activity must be approved by the coordinator of
¢ollege activities (apply at least three days in advance at the
College Activities Center, C.U. 35U4) and must be conducted in the S
location assigpned. Permission will be granted in writing or denied
in writing, and the approval must be shown on request to anyone
who asks for proof of permission. Solicitation for charities in
_rebidence halls, sorority houses, or fraternity houses requires
permission also from the governing body of the group involved; and
the activity will be limited to public areas and excluded from
rooms and corridors. Organlzatlons conducting charity drives must
receive, -in addition to- college permission, specific permission to
solicit within particular campus buildings from the administrators
responsible for those buildings. Non-charity fund raising on
campus is limited to fhe College . Union lobby. (For off-campus fund
’ raising, village rulesg require permits for peddllng but not for
charity solicitation. A Geneseo student -or faculty or staff member
must be present at all times, although campus guests may. assist.
A financial report must be submitted to the covrdinator of college ,
activities, showing amount received and intended disbursement, - .
within ten days of the collection or activity When disbursement
. is made to an external organlzatlon, a' copy of 1ts recelpt must be
", given to the coordlnator .
. 2. There is to be no commercial activity on the cempus other than
that administered by the Faculty-Student Association or by.an office
, of the College as a necessary element in a speC1al educational or
service program approved by & vice president. (This, of course,
is not meant to preclude potentiglly profitable academit work where
o solicitation on' campus is not involved)., Cemmercial advertising is
ST permitted only (a) in’ campus publicatlon or broadcast programs
which are not as a whole primarily br exclusively advertising in N
’ content, (b) in'notices or leaflets which may be left in a place




Th.

Use of College Facilities¥*, cont'd. \\ v T“*\) ' ’

designated by the person 1B chhrge of each residence hall of the
College Union for a twentwafour hour pericd-~=-those remaining to
be destroyed or ( ) in one bulletin- ‘board notice given to the
College Union for posting under staff d1rection." Exceptions
(e.g., playbill or calendar advertising may "be approved by the
coordinator of college activities.

. 3. Educational programs may be broadly defined andzﬂecessarily may
. influence potential voters, but neither the namé of the ¢ollege nor
seny public monies or supplies may be used for the direct support of
a partisan political cause or candidacy.

i, The resources and facilities of the college ﬁay not be wused for the
purpose of supporting persons who advocate violent overthrow of
the government., * . ) : 4
ﬁ Under the same condltlonsj'and within the samg’ QOntext of equal ¢ppdrtunity,
! external organizatioq//may be given the use of college facilities on a cost-of~
 service basis f ducational activitieg-~-including partisan political programs
--—which gp/notgfgferfere with those sponsored by faculty and students. Such
evepts should be open to members of the academic community insofar as possible in
order to meke &a contribution to the edug/;ional purposes: of the college . However,
some non-political events which are closed or not exp11c1tly educational hay be
approved on the basis of potential contribution to community improvement, College-
comunity relatioms, or the work of other tax-supported agencies,

© %

s
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- #Scheduling of college space and facilities for events otheg/than
/// academic department meetings and. instruction is done by the Activities Center. .

~ ) L]
5 . .




)j and in thelr study, work, llVlng, fed extraCurrlcular act1v1t1es o
) ‘% The-'Associ atlon is respon51ble for a;aerV151ng any act1v1t1es thatb .
° have‘funds whic#* are cellected and ac gunted for locally% for . .

T egample, Dlnlng Senvicesx Bookstore, a,d Rathskeller.n~ ’ e

- It, *s a not~ fobr proflt c;orporatlon and any net *income is used Q
to promote the educatlonal purposes of the Association or the colleg '
- -as well as malntaln and replace the existin equlpment. Meiﬁership

of ‘which those gwho

in the. corporation’is Jimited to 16 RersoQn
\wg\ouﬁ%E?“the folLOW1ng}p051tlons re automptic members of the Board
b Qf Directors: Pre81demt of the four Class - PreSLdentsh and
@he President of the tudent As : nt/the remaining five
members areﬁchosen fro .the me ership a lafge~elected at.fheuannuﬁih
meetlng - ; / ~r R _—

» “

Dining. Servides: w _ : R . 3 . B SR

' o .

P

Let' ¥ ith avd Red Jacket; two snack bars,,College Union and Blake A~
nrant, Blake AL Dlnlng Room and the Holcomb Campus School ’

@ » R . . .
- v - v . \ R .' . g o 7
. Meal piins are based on 8. coup0n systém ‘which alLows students
to eat at. a" fac1A1ty-w1th the exception of Blake A restaurant or T
* " the Holc b Ca%ius School cafeterla. . . . o,
AN ' . E A T »
/etevw ndlng services. is prov1ded by Dinipg Services in
gdl &g emic and’ residential bulldlngs. Lateringtservices are.
ble for c ffee hours, weddlng receptlons, banquets and groups

0-500 pedple. b-',t'” oo . . .

Jany questlons regardlﬁ% Dbnlng ﬁerv1ces should be “directed to- .

Jf \the main_ offlce at extension 5666.
* "

'Calendar,'Academic Year: - ﬂ//*va g : N T .
* .

- . \
ar Y

-The off’c1al calendar of the College is ‘issued by the Vice |
- Pres;dent f Academlc Affairs aswerecommended by Faculty Senate and .
.. approvedeb “the Colloge Cablnet T > A - b ] .
. . . o ‘ N B
— , oples of the,official ‘calendar shall be. pfov1ded, 1n1t1ally
o igz/gubsequent to any changes, to each account superv1sor\and clerical:

sypervisor. It shall also be puplished in, phe college bulle¥ins -
jénd the ,College newspaper "Compass' prior fo t¥ b€ginning 'of each
¢ acadgmlc year. It may also be foun on the. insifje front cover of

thls handbook_n e




L Animals oh Cempus:

‘.

. The tollowing policy statement has been approved and is effective -
71: WM& pets or animals shqll be permitted on cafnpus or in campus
burgfﬁ:‘ xcent .

’ 1. Seelngjeye dogs . ) -
2. Animals required for-laboratory and eXperimental*purposes
N L S . .

B , . . -
. /}r Animals on leashes accompanited by a responsible person during

- a temporary -visit. SucH leashed animals, however, are net
permitted in diming or residence’halls unless they dre seeing-

eye dogs. ' -

-

v

¥ “ . . _r“ . T . ’
‘Security shall be responsible for enforeement of tJ;s policy. Apparent 2
violations may be called to the attention of Security by dialing (5651).
. - . . o N
. , _ Ty

g Hea;th.Servic Emergencx_Treatment (Faculty/Staff);

Any member of the Faculty gd Staff may go to the th éervice

- Infi rmary for emerg tréatment, ' §
X .. ® A . - . 4
¥ After’ emergency tre&tment has been administered, the pa 1ent Wlll bé

referred to his own physician &nd/or hospital, The Health Sqfvice Infirmary
is open 2k hours dally, T days a week, durlng the regular academic year.

~ ¢
- . “ ’ -~

h)

Accidents and InJuries: e, Sy e -

o T 3 R /’\i ' . . ® )

:‘) ‘ The College is obligatéd to follow.a most careful process in the

- reporting of accidents and - 1njur1es. Everyone is urged to become familiar
with the: pertinent sections’ and comments of the procedure’ as set forth by thae

Univergity, The complete regulataons are filed in the office of V1ce Pres1dent
for Buginess Affairs,, Securlty and tﬂeﬁﬁealfh Cegter : ) N

-

-

-~

. A1 acc1dents and 1njur1es on campus are to “be reported « A1l sccidents.
_ and ijjuries off. campug, involving Stafe emplopyees, enrolled students
" (incfuding’ Campus. Sthool), and/or State vehicles are to be reported

The foliowing'steps are to be taken by anyone involved in-or witnessing

oL an accident or injury on c&mpusﬁ ; . ) 5 o g
' . . . { . B . .
’ 1. Report to-and/or go G.ﬁiﬁ; Hedlth Center immediately. .
*\§ v .L 2. Report to your immediate- superv1sor, college professor, or
. o o residerice hall director as soon as posslble )

- ]

' 3. The superv1§or, college professor, ‘or residence e hall director
e - ghould contact the Security Office (Extenslon 5651) ¢ as soon’ as
S o possible following an ac /dent or 1njury

L a . Y 4
L) . . .
o .




Accidents and Injuries, cont’d.

E. 'Reportlngiof Student Accidents in Instructlonal Area under
Fdculty Supervision . C . oo .

. In the event that a student hasg an\accldent in an instructional
area under faculty superv151on, the student should be referred
‘to the College Health Center immediately- ® If the hature of the

_accident is such that .the student is unable to be moved, please
‘call the Health Center, 45-5736. The Health Centér staff will
provide the necessary' medleal treatment and’ prooess the requlngd
acc1dent reports., .

o oo A o . . » ‘ v e
. “ ) ' 3 \

Requests for Service: . T . . -

L3N d . . - . )

- All requests for non-emergency or non-routine maintenance service (excludlng
custodial requests) are to be submitted on.a Maintenance WOrk Request form and
sent to the Malntenance Operation Center/(Serv1ce Group) .o ,“

. . o " 8 v Cot e

- -

Egplpment Movement : ' I

Requests 1nvolv1ng the need for or the movement of equlpment except those
items needed daily in ‘the 1nstructional progrem sre to be sent to Business Affalrs,
Erwin 217 to the attentlon of the Directdr of Purchasing.

Procedure: . ’ - : -

. ! 1l.s All such requests are to be on the Work Request form.

- 2. Requests must bear the approval of the department ch&lrperson
T or Administrative Offlcer. . “‘hg' :

o

Facility-Space”Alteratidns: : , ‘ -
Reques}s for contruction, manufacturgﬂ rehébllltatlon, facility changing,
will be reviewed by Business iffalrs before approval and scheduling. Attach

approptriate memorandum draw1ng or spec1f1catlons and submit to the Director of
¢ Facilities Plannlng i . . A

In such cases a prior dlscuSSlon of* such lntentlons ‘would be helpful.
Please call the Dlrector of Facilities Planning 5?11 for an appointment.

f .




Custodial Services: ) . P
. : : ; | | )
! ,

These serv1cesNare\prgv1ded to all buildings daily Monday through Fridey
as required and maey be accompt&shed during any given shift of each day.. The
assignment of staff for these serv1é\s\is\made by ‘the Plant Superintendent 1n¢
cooperation with the Head Janltors., 7 b

. - e

w'

Requests for spec1al cleaning must be d1rected in writing, to the
Custodial Department, Fraser Building. Cleening emergenciesg should always be
telephoned to thls same office, Extension 5693.

Requests for non—routine maintenance services other than cleaning and
moving should be directed, in writing, to, the Plant erintendent Service
Building. (Sée Maintenance Services) ) g

«
. . v

+

‘Mailing Labels/Fee:

A fee schedule for the preparation of labels by the Computer Center®
. staff has been approved by President Machttle. , ‘ :
‘The users shal “be charged $.08: for each data card punched and\ verified
~and $.01 for-each 1% bel printed. The users are required to supply the labels.

This fee should be charged to users who are doing College related w
(Thoreau Society mg&lings AAUA listing, Political Science Association "1i
Non-college userg shall not be allowed to use the service. The normal mailin

.labei requests oI the Reglstrar 8 Office, the Graduate Office, the Admission's

: s«
Offlce, arnd the other College offices conducting administrative operatlons shall
- not be charged these fees. i
. - IR A A !
The incomé from the service shall be deposited in an ineome reimbursable
account and used by the Computer Center to defray expenses. Employment of
temparary service personnel to keypundh, verify, program, and ‘operate the
computer shall be the chlef use of the money "
. i . . Q . ] »
3 ! M 3
v - -5
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BOMB THREAT " | . f

¥,

»

In" the event that a bomb threat is received by the College
against a given building, the following procedure shall be obser¥ed
by =&ll1 personnel, students, and guests. Security is in charge of

~all such occurrences. ' N

During;Normal Building Hours

1. -If ‘a call is recelved : ’ R

‘ a. Keep the calZler -on the line

o . b. Attempt to identify voice, sex, etc. - make notes
c. Keep phone off hook, even after caller hangs up
d. . Unless received by Security - notify Security -as

"soon as caller has hung up

2. Upon Belng notified Seourlty will immedidtely:

a. Alert all necessary personnel - supervisory
- b. Actuate the fire alarm 6f the building cited
c. Supervise the evécuation
. d. “Secure the building
e. Notify evacuated personnei of next steps
f. Search the building .
<=
3. Upon hearing the alarm all personnel, students and guests
9! shall: ' ' ‘ T " .
a. Leave. their place ofﬂwork or study taking only coats,
¥ purses and keys . . 4 —

b. . Move away from the bulldlng at least one hundred feet
c. "Await Securlty announcement

Employee Procedure after Evacuation:

) a Await:Security announcement (initial) .
" In abseneéevof announcement - leave building area
" : c. Return,one’® hour later < . , ¢
d. Await Security announcement (second) .
If mulldlng still secured - )
1. Supervisors will meet w1th staff and reass1gn as -
' o ' possible afnd reasonable . . . :
Sy oo T 2f Go to reassigned huilding . .
. L 3. If not possible,f;mgﬂoyees will be released

o If bq&ldlng is declared ‘clear: |
1. Employees may enter and resume work, or,
Q. May take work from %uilding and work elsewhere for
balance of shift (supervisor's discretion), or,
3. May, if uncomfortable, leave for the balance of
J - the shift . by clearing with superV1sOQ and by
) charglng t%me accruals ; ‘ ’

-

[ . . K

~




BOMB THREAT, cont'd. ‘

L

3

Qther Than Normal Building Hours

The general procedure will be fcllowed with these exceptions:

1. If the event occurs prior to the normal opening of the

' facility, appropriate notices or announcements will be
made to arriving personnel. Security personnel or ocother
delegated persons will be approprlately stationed to
effect sSuch notice or announcements. .

..

-

2. If the event occurs after the normal closing of a facility
and prior to other than day shift, 'all appropriate
supervisors. and employees shall be notified and the general

' steps, outlined as necessary, shall be followed. .This
- " applies to shifts which begin -and end prior to a-regular
day shift. X 4 .
4 <

General Statements ' .

- ~

Upon evacuation from a b ding and until a reaSS1gnment for work
has been made, oOr as off?ﬁ%aily released with no rea881gnment no
charge to leave accruals shall be made, Upon a building being de~- .
clared cledr, any employee, after motifying ‘the supervisor, may go
home by charglng leave credlts for \the balance of the normal ghift.
Onrly Security and other authorized and .trained. personnel Wlll be .

permitted to conduct the approprlate se rch.
M pl

If the time of the threat occurs such'as to make unfeasible the
return to work (late in the shift), a determlgation will Be made
and aanouhced that those persons affected may leave for the day
with no charge to leave accruals ‘and the steps above- to return at
hour intervals shall not apply; '

A1l superv1sory personnel shall keep records of thelr respectlve
“staffs for review and for determlnlng the accuracy of subsegquent
mlme sheets. . *

¢ 2
. B

If upon reass1gnment the bullding of reaSsignmént becomes t eatened,
the same steps shall apply except that, where pos31ble, a return to
the regular building shall be attempted first. Should the -original’
bulldlng remaln elosed, all employees of that shift immediately
_affected shall be relEased with no charge to t1me accruals.
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Damage Reports:

Damage to College facilities, equipment and grounds ocother than
normal wear shall be reported and all costs shall be collected from
the responsible person(s) and/or thelappropr;ate insurance carrier.

In the case of damage within a Residence Hall where a speckiyf .
person cannot be identified, the Director of Hdusing shall effec
by recommendation, a group bllllng of the appropriate residents. _ .
,The Maintenanc%/Division'of Business Affairs shall be ‘
responsible for the view of such reports and for the necessary
remedies to restore or repair the facility, equipment, or grounds.
The Bursar's Officde of Business Affairs shall effect they billing of
the #ndividual(s) and/or the applicable insurance carrier.
Damage Report initiation shall be the responsibility of the
building administrator, the Director of Security or Maintenance,
and such other supervisory personnel as shall be’ notified All
‘others should call attention of damage to such deslgnated personnel. Q

L]

4

Specilal Note Where emergencies ex;st 1nvolv1ng safety and
health é'report may be telephoned to the Maintenance Office,

. followej2§? tHe written report. -

&

" Procedu¥e:

1. A separate damage report, in triplicate, shall be filed
for each instafce, except that if damage occurs to
facilities apl/or equipment and grounds, all-such damage,
in a single 1nstance, may be reported on a single report.

2. The origiAator shall keep the second carbon and forward
.two copifes to the Maintenance Operation Center (MOC)

4

negessary work orders for repa1r or purchase.

The MOC will send the original of the report to the Bursar,
who will issue the College's billing statement. A copy
of the billing statement will be sent to the initiator of

the report. ~

_ -~ Upoxn payment, another copy of the billing statement Wlll be
- sent“.to the 1n1t1ator to cancel his open file.

§ 6. -Appropriate records will be kept by the Office of-Bus1ness
Affairs. ¥

. g «
{ 7. All collections shall be appropriately transmitted. g

-
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Damage Reports, cont'd,

LY

8. curplies of the Damage Report -form will be mgdé available by Business
Affairs. .

9. Group billings shall be made upon the issuénce of an aiphabetic
llstlng to the Bursar's Office W1thfreferemce to the specifit report

/
.
3; ! ' . P

Emergencies Involving StudentS' 1% C ¥

J

i Injured or ill students should go or be taken 1mmed1ately to the Studen

, * Health Center unless the severity of the gondition precludes the usé of
ordinary transportation. In sd¢h cases phone "the Stdaknt Health-Center
(245-5736) for instructions. [Jn extreme cases, phone the Sheriff's
for ambulance service (243-1212); then phone the Student Health Cemter to report
det#dls. In some instances it may be necessary to insist that student seek
medical assistance in spite of assurances from the student thét the need is not
great, ; ———

.

Incidents not reported to the HEalth Center sk
Dean of Students or another senlor administrati dean in thel Office of Student
. ' Affairs (Dean McWilliams, Déan Thomson). Thefe persons have the authority and
responsibility to coordinate various College effCF ehalf of the student
As an alter atlve, if the student lives on campus, the assistant
residence ﬁgy be called.

14 be“rzéorted to the -

W
P

All(emergencieskfgtolving students should be reported, including for .
example a death, suicide attempt, severe emotional disturbance; serious
\iecident ar illness, missing persop, or arrest for a majer’offenge.

In the interest of accuracy and completeness, information regarding
emergencies should be considered confidential. The dean called will arrange

— ‘ for appropriate notification of parents, President, Vice President for
Student Affairs, and the public information offlcer. Public Relations will

handle all news releases from the College. -

 Dean . Offite Phone Home Phone
- Dr. Salters , 245-5706 . taohk3-2786
t " Dr. McWilliams 245-5716 ‘ 243-3291
Dr. Thomson 245-5711 ; #2U3-0TTT
College Security ' 2l5-5651
" Student Health: Center 2l5-5736

PLEASE NOTE THAT EMﬁRGENCY TELEPHONE NUMBER LABELS‘HAVE-BEEN AFFIXED TO
EACH COLLEGE TELEPHONE. -

Y -
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~~PROCEDURE IN CASE-OF FIRE:, , oy

. - 83.

Fire and Fire Drills:

Lo ‘

The College is obligated to follow a most careful process in the
reporting of fires. We urge evetryone to become familiar with the
pertinent sections and comments of the procedure as set forth by the
University. The complete regulations are filed ip the office of the
Viqe President .for Business Affairs, Security, and the Infirmary

All fires are be’ reported directly to the Security Office and/or
the College Switchboard immediately {Extension 5651 or 0).

The faculty has the responsibility for knowledge of college
f{re regulations and shall assume responsibility for enforcing these
srules and assisting in the rapid and safe evacuation of the building.
At the first-class meeting of every semester or instruction
period, thé-college:faculty shall .review the regulations pertaining
“to fire drills. Faculty advisors to student groups have the same
responsibilityw.as do ReSidence Hall Directors in the residence halls.

/
»

1. Tﬁ%ﬁ ire alarm signal is a cohtinuous’ sound®ng of the fire
gong Mocated. i each hallway.

B )
2. At the sound of the gong, probeed out of . the room: turn
left or righd, depending on your locatipon, -and proceed
Timmediatelyrcho the nearest exit from the building.

0

3. Walk quickly and quietly toward the exit. :DOﬁNOT RUN.
4L, NO SMOKING!! ' : ’
v 5. After eXiting the building,‘move at least 100 feet away

' from the building "to~avoid confusion at the exit and to
allow fire- fighting personnel an&fgauifment to function.

-
L - -

6. Do not reaenter“the uilding for any reason until the
"all clear is/indicated.k

SUPERVISORS, COLLEGE PROFESSORS, AND ﬁESIDENCE HALL
DIRECTORS Check room to see that it. is vacant, close
windows, turn off lights, close door (do not lock), leave—
by the same exit and superv1se movement of students away

from the building

-3

L) N l\
~ PROCEDURE FOR FIRE DRILLS: Occasionally fire drills as required or
appropriate will be held, and the procedures outlined apodve will be

followed. » L




Firec, Use and Prohibitioa:

The use of ligrnted candles, incense, or other such items shall
be prnhibi*ed Excepted are those items for smoking-tobacco.

) Open fires on campus ar.e prohlblted except as requlﬁgd/by the -
< " academic or service programs of the Colleg '

Y

The only fire&\or burning oi materlals within & buildirg shall
be limited to the College's heating plant, approved incineréators,
gnd fireplaces. .

L]

smoking:
N

Smoking is permitted in College buil 'dings only when proper v
receptacles have been provided and there is,no official postlng to .«
the Jontrary. ' ‘ . -,

Persons electing to smoke are obligated to use proper receptacles
and to exercise care in the use and disposal of the items in the
interest of satety and concern for others.

Keys, Issuance and Surrepéer\‘

No person, her than fu{;§wﬂﬂthorized-full—time faculty and
staff, shal beLefrtitled to E ¥ to any building, rotm, or pilece

- of equipment, nor shall any- key be loaned to any person other than
a full-time faculty or staff member unless speciagl advance arrange-
- ‘ments are made.” T . ‘ . -

Keys nec Sﬁﬁry for a staff member shall be requested by the
department... Fairperson or the secretary or the immediate superV1sor
or setretary @_
- ) - S .

Each person receiving keys will be requ1red td sign for them
ef” that timé as well as yhen they are. turned in at the termination

- of employment-, i.e., prifor to being 1ssued his/her final pay check.

Advance arrangement consist of filing requests for exceptions
@ as follows: (Use three—pQYt memo . thck give one copy to the part-

time prrson ,and send the two as indicated below).
]

Gtudent Personnel - Request in w¥iting approved by 'the Vice-
President for Htudent Affairs only and filed with the Office
of Business Affairs and the College Security Office

. Academic Affairs - same.- approved by the Vice President for.
; ; - . .
\ Academic Affairs ’ - . g
Administration - same ~ dpprioved by tps}%ice President fors ¥

Business Affairs .




w7

.” ) ‘ «
o . . t
Keys, Issuandéé and Surrender, cont'd.

-

« The memo of request, when approved, should be filed in advance
of the dates involved. When an extra key.is temporarily needed
please indilcate this ‘in th memo. The key will be ‘issued by!
Maintenance to.the offic& hich has given the approval and is to be
returned after use to the office from which "t was issued.

1. The person wishing a 'key(s) indicates this to the’ depart-
LIx‘nental $ffice secretary, who:

@

2. Completes two copies of the Key Gontrol form and forwards
them both toc Maintenance- Service Group. Use the blank lines
on the form for any special message required. Indicate
always .if a key has been lost. Enclose all parts of
broken keys with request forms. . 7’

3. Upon réceipt in Maintenance the locksmith will make the
keys and send them to Erwin 208 (0Office of Vice Pres1dent
for Business Affairs). Upon rece1pt Bu51ness Affairs will
‘notify the department_to have the ‘employee pick up and
sign for the keys in this office

L. ©NWo telephone'requests will be accepted by Maintenance
except in cases of critical ‘mergeni}es. After normal
business hours such emergencies gshodld be called to-
Security. The building custodian can help during the day
on, Jock-cuts. '

,5.‘ The secretary must 8ign each request in behalf of the//
. chairperson and indicate date of request dfter 51gnabure, s
BN ‘
7& 6. Most office equipment items have locks with numbers stamped
on them. Use such numbers for requesting keys for such
items of equipment. Door. locks do not ‘carry h

e

-®

T. If = faculty or staff member 1s moving from ohesoffice to
‘another, do hot exchange. Rather, complete a key request, o,
as above, for this persony and when the new keys are avail-

'able he would turn in his old and pick up his new - signing
for both actions. : “

.

<

8. Departmem&al secretaries should file’'a key request for each
new staff member follow1ng the steps outlined above.

Traffic°and‘Parking:

-

. The Traffic a Parking regulations are those promulgated by
the College and approved by the College Council and the University
Board of Trustees sublect to Section 362 of the Sta%e Education Law.
These regulations are applicable to all persons authorized to operate
a motor vehicle Bn campus property.

1]
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. Traffic Fines, Agreement to Pay:

those with p tstanding fines ag~ofl .
any outstﬁpd?ﬁg\ggounti%z%;}/gi ma,
the month 8f June .i$h4 rocedufe

Traffic and Parking, cont'd.

)

Each person desiring tco =3y o vehi'cle on campus is obligatﬁd
to the procedures set forth in tne regulations and to those subsequent
changes as mey be approved. Fach parson who is authorized to operate
a vehicle on campus will be Tural.hed a complete copy of the
"Regulations" at the time of nis registering his vehiclie. Such
persons will be required tc indicate Dby s;gnafurc, to the Director
of Campus OSecurity that the’ ”RbnuWQV{on ,have been received and
acknowledged. :

The full statement of the "Regulations" is a%ailable from
Campus Security and is posted in ea~h building annually.
' - ) ' . N

N~ ,

Upon determinaticn tha:. & érarfic fine is due and payable and +
the 1nd1v1duaL;1an]wei cannct immediately make payment, an ’
"Agreement to Pay" form may be signed by the individual upon review *
by the Office of Business Affairs. Such agreements are to be isgued )
for an initial period ‘of not to exceed thirty days, at which time,
if payment is not madel, next approprilate actions ﬂhall be taken by
the College as permittied by law or regulation. '

HSubsequent extensions of the initial pefiod will be considered
only upon wrltten reque of the violator and. dlrected to the Vrce
President for BugineSs Affairs.’

—

requests to defer payment are to be made to the Vice
rE€sident for Business Affairs immediately upon knowledge of the

‘charge and inability to pay at thu® time (Erwin 208, Extension 5601).

e

Parking Fines:r

) Unresolved or.‘unpaid parking f{ines w1ll be reﬁbrted to the \ -
Business Office twice a year. Pecember 1, for those persons who ‘may

be terminating at the end of the first semester and May 1, for all
ay 1. Payroll deductions of
against faculty and staff during -
wks authorjzed by the Trustees of
State Univ s1ty,ﬁ%Psolutlo on Ap{II 25, 1973, as. summarized in the
following s] atemuhu: ‘

'
»

“"Chaptjer 148 oM the Laws of 1972, adopted by the New York State
Legislature enacted 362 of the Education Law. authorizing the
trpustets ‘of State Unlvers1ty to promulgate parking regulations,
inclyding the assessment of fines for vioclation thereof This
legifslation permits the deduction of such unpaid fines from the
saldry or wageés of “h employee of the Unlverslty.'

o
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i sulations (8NYe: O, Prru 560) of the Trustees enabled the
Coilege Council of ench state-operated institution .to deve#op
parking regulations subject to trustee approval. The College
Counci) fof the Ctate University of New York at Geneseo has _ y
i o gdopted parking recgulations including the assessment of fines . e
’ far Yiolution thereof and the deduction of such unpaid fines
from .the salary of the offending employee. These regulations
. . have been Apgroved by the Trustees of State University."

.
- < . >
.

»

aNo transportation®will be provided by the Security Division -
for students who need to go to the Health Center but could
‘reaconably be expected to walk or.find their own transpor-
tation. Recuperating students (e.g., on crutches) will not
be transported by the Security staff.

K 2. Transportation will be providqd by Security officers where
. a degree of emergency exists due to (a) the existence of a
serious problem such as bleeding, object in eye, oOr severe '
pain, which requires immediate treatment but not ambulance d
transpoftation tc a hpspital; (b) an injury or illnegss w%i;ﬁf
renders the, studeng/Zﬁcapable of walking; or (c) tHe neigwﬂfmwww’
for gubduing a'pbtentral patient whose behavior s not = ¢ '
sufficiently controlled. ~The residence hall staff will :
A " cereen the requests and make calls to Security and, in any
case, one-of the residence hall staff members will assumé
responsibility for the patient and accompany him to the
Health Center unless the security officer explicity refuses.
v this assistance. ) ' '

- .

- 3. As in the past, a'securify officer will meet, at the en
{o. the Health Center, any student who rgently- requireés
treatment after 12:00/midmight in ofﬁer'to“p%ovid//pro@ection

_and assistance for the nurse on duty at that tij Student

o . who do not actually require medical tr atment will Befﬂgﬁi;muwmw
cleared from the building, and then -the nu e _and office - '

. a can make a cooperative determinatfon as to wheth® rther
A ——- gecurity services are reduired. he nurse will "indicate /
. N 4
' as asoon a5 possible that she has mgtters under control /

3

when there are few enough putient'nand those patients are,, .
2 / . \ ‘/

not unruly.., . ‘/;7

- N
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e .
4. ' - / Y -

Zﬁrd Tloor of 7

'Viéirr is,;océ ed on/thﬁ

=ohun( cxtension 'are\S 51
,a9hed by dlaling '6‘\(éperaﬁor
Tné Seciurit y DlVTBi n at \he State Univ&rslty at Genéseo -8

manned angwg to pr vide professional securmty and safety -~ -~
services on gkﬁ\ent “Your a day basis. Duripg-normal duty /

hours (8 AM to &> ugh Frlday)\an of ice-sbaff is avail-
N, able for assigt curntyfﬁgigty ar /During nighte and

weekends, a lim ted Se ity @gtaff 1s a?&%lggii'a all times.
: ~ ) , |

Campus ecurlty at Geneséﬂ ig.'a service ager@y~and is available
T at any time to provid faculty, Bt ff

and 56;2 )

~ ] ’

/fﬁlaxe A Room 300 R
BEﬁuxlty may also be

’

Automobile registratqunfor campus parklng 1 'handled at th

Security Office. Visitors parking. permits gre als&\&{ail&bJe.4f
Campus Security -provides a fuly range of law enforcewent rel&{e

injes together with safety, information and assistan ’ i

. - ,‘ \\ . ‘ L] ) , . , . A i \\‘

S LN . N

N ‘ .Firgk\Aid Kits: . o ' .. ’ N
ustodidl O

/,r T~ ) . . . N R . t . X
S \{ege Infirmary approved kits have been placed in the

~\\ area of fach College building, the’ Dlrector\3 Offite of each
“residence

all, the superv1sors office of ean‘dlnin hall, each‘
S&ate\ggjsen er vehicle, and in-gelected éffl

es of each academ;c
bui east one per floor . N N ’ '

thplr staff m mberk\of tHe prescnce.of Lhese
R k The jém}tor, the\ ec etary,,or other pP
- is so providad is a

its. <

ngcaas&ry send\ the ki to the 1nf1rmary for replenlshment\'
- . may Ye pLace& in a, lar, e 1n.eg—off1ce‘BQ¥@lope and addresge i
i : Inf;rmnry + P as\ make certu n the kit is identlfied for perit Tt e

b, 7 ‘=rPturn . ‘s N RN ; w

N

\;\} ‘/ ‘ . - . g'u ’ ! x oL

N N The will be ‘no’'charge to indiyidual department accounts f

the kits o \thelrmcontents \‘ . Ny
\ . - - v >~

N - .
4 N I ' 4
X > ° AN . "L s . -
! \\Sng1céQ & Prod ~

S les Ce e e »;»- N . N
- a \by }/l E ~X S \‘\\ \: A
“taff‘membe \\\&gigg/éollegé shall not mak».affﬁnggﬁe ts in -
“the Col irect or--indirect, with any persow or’ agency :
artic] ~‘~exd .

TN\ Telat selllngg§f/ofﬁértng td\\fil any service\d
% fxoug] t & OffdceuaﬁjBu81neas Atfairs, and thehec aftér thg .
R necessd y\@ppr;V&; ‘has Yeen ranted im writing by the “¥Es] c&'ve/7 “*,
X .-, cal pus d\ﬁéitmen \head\o./é o\-priat;nEﬁglnlstrative offjcer \\\ﬂi -

. < e

Ee mdde known to\thﬁ respectlve ‘19e
oﬁéq}t W3 th the. Vlce Pre81dent ot/Bu51Qess

« \- N \- “‘ _/ ‘)‘
99 N\ 00N
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cwing the month being- reoorued

iministrator ,responsible for exogndluures within an

ould review tne report uoon receipt and call any .
e o uhe attention of uhe Accounulng Deoartment of the
ess A:falrs. :

.~ %
a

w of expenditures may be made wlth the

(S
-
b4

by calllng for an appointment (Exﬁenalon 5606)

The.fellowing cosz

. ) ) : N

cenue.rS'

are

o~

esently used for backchaiéiﬁé

S°I"V1

es to the using* depart men?s*~

L.
2.
3.

.

-3 O\

LeIevhoma & Tele raph R T

Central Stores (Pffice, Supnlzes)
benbral.Dupllcgvlng

Mail & Messenger

Computer :Center i ’
~Tn59ruc»10nal Resource Center
Auuomotlve .

Ar allocation

for eacn of

theg® was made 'to eaah department,

based upon

the averacge exoendltur& .experience of the department for

tke past

lhree years.

When a department expends the amount,

allocated,

any urther oxoendlbure is suo;eouently charg€d .to.the regular supoly

ana exnense allocatlon o? the department .

-
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' Accounts, Chart of: : N k

The chart of accounts used at the Geneseo Campus shall be that:

agreed upon for all accounting purposes by the State‘Unlvers1ty
: . ) : v £ °

‘A copy of the.most current chart of accounts shall be furnished
to the administrative head of each account and to the supervising ’
‘clertcal person at least once a year. Minor changes within a year
shall be communicated.only to the accoun affected in addition to
théh Office of Business Affairs,
. The respective account number for a given operational unit, of
the College shall be entered on all forms where such a number is

Accounts, Monthly Statements:
¥

‘kétggf'\#’ﬁg%lﬁly statement of account balanceshshall be furnished to
’ e administrative head of each account during the first week of
the month folIOW1ng the month being reported.

The administrator responsible for expenditures within an

account should review the report upon receipt and call ‘any » : a
discrepancies to the attention of the Accounting Department of the

Office of Business Affairs. "

I *

A detailed review of expenditures may be made W1th the
Accountlng Department by calling for an appointment Ex%ens1on 5606).

W

’

- ‘ “ . ' M R S X . :

. Backcharging: o A ;
The following cost centers are presently used for b%ckchérging
services to the using departments:

Telephone & Telegraph : ~ 1 :

. Central Stores (Offl‘e'Supplles) < (ﬁ y

Central Duplicating ‘ . - ﬁ\§3

\\>Ma11 & Messenger . ' :
Computer Center

. -Instructicnal Resource Center ’ -

. Automotive ~ -

&
Fw N+

—\]O\\ﬂ

*An allocation for each of these was made to eaeh de artment,
based upon the average expenditure experience of the de artmgnt'for )
‘the past three years. When a department expends the am t allocated,
any ‘further expenditure is subsequently charged to the /regular supply
and expense allocation of the department -

4 : B /'




\ primary responsibility of the Office of Busingss Affairs, Budget and Accountc
) ing Division in cooperation with Offices of the.Yice Presidents for Academic’
Affairs, Student Affairs, and Business Affairs.

The College's budgets are submitted only affer final review and approv

by the President the College. Specific instruefions and procedures, ot
than' thdse established by the Budget Control Office j

the respective Vice Presidents,

o

President with the appropriate calendar, instructions, and forms each ear” upon
.receipt of appropriate materials from the Univeggity's Vice Chancell

Finance and Management.
L

Collége Organization or Unit Fund Deposits, Location of:

Any College staff member of office which uses non-State fuyds in connectiqﬁ

with & campus activity, whether the money is collected on campuS or not, must j

¢ deposit those funds either.in a College budgetary account or ip a Faculty Stud¢
Association agency account. No separate bank accounts off c J

- Approval to open an agency account with FSA may be obtained by writing
the Association president, (See organization listing - inside front cover).
Advice on the appropriateness of using a College budgetary
obtained from the College Budget Control Officer, Erwin 217.°

Before initiating any financial activity on campus,
established an account, as well as having obtained any necessary permission |
conduct of the activity itself. A four percent (4%) seryice charge is levied
ageinst all accounts except those exclusively funded by /Student Activities fee
monies. " ' oo ' ‘ - [r

’ Approved organizations are already covered by corresponding policies.; The °
extension of financial controls suggested above will finally enable us to gnsure .
‘the educational relevance of all financial ventures om the campus. ‘ -
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Tulition Waivers:/ . ' ’

//f\\\*Iuition w#évers must bed

Academic Affairs and approve
.will be waived. Forms and complete informatl

Absences, Facu%;y and AdmipistratiVe Staff:

State regulations require that the daily attendance record all pro-

fessional staff membera be filed in the Personnel Office as ‘s prereguisite to
payroll submission.

4
.

} L V Chairpersons of departments are responsible for filing monthly reports on
faculty attendance with Iona Ferris in the Erwin Lounge.

Members of the Administrative staff. file monthly reports of absences with,
the Receptionist in the Erwin Administration Building. g

Qther reasons: Requests for absences which can be anticipated are toé%e
.submitted at least three days prior to such absence to the respective Vice
PreSident through and endorsed by the department chairperson or administrative
department or division héad. These requests can be approved only when the .

, quality and continuity of instruction and/or service can be maintained. . Classes
must meet regularly under adequate faculty instructional supervision.
| ’ « -

Absences due to-illness of staff members are to be reported to the department
or administrative officer as soon as possible.. Arrangeménts to insure the
.quality and continuity of instruction and/or service during the period of absence
and the make~up of all cdrnc.elled classes must be. approved by the-Department
Chairperson or Administrative Department or Divigion Head. Instructional
department chairpersons shall report final arrandements to the Vice President
for Academic Affairs.

. A
< Vacation Periods: Each instructor has the redponsibility for meeting all
his classes at regularly scheduled -times. Particular attention should be paid

to meeting this obligation prior to vagation periods, student "pressure" not-
withstanding. A student choosing to b%@absent does so with all the attendant

risks and the instructor is not obligated to provide makeup opportunities. -

]

ﬂ,«""‘\,}ﬁ,
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ERIC

Aruitoxt provided by Eic:

/ niz normal requlrsa intles

B )
Bmplogment, Extra (Dual) Service: o

o II
ois iv‘Lnod as work’ perfogmed by un employee
Sr by the employee agyhlb regular agency beyond
N/
wxtra Cerviee requires advance approval from t
Univensity'c Uentral Trfice, and the Division of t4

Extra service (Jdual emplojae,

/ot one agency for anctler agency

S Y

’

employées; ageney, the
Budget.

*  Zuch extra service is. pernl"(able onLy for persona with inst ructlonaJ
titles for instractional actlivities. . »
) . ¢ . - A

e Ure . v e
. vy ..

4 ’ - ! ¢
g . B e / ¢

. Tre employee must’ requect {rom his ngular enployer approvu, to | :

perform “Le exhra Wwork. / ) <
N » . . , . P _
5 to be pegformed at.the regular emplgyees agpncy the

payrcil voucher must be processed

v LY tne work 1
. #Xtra service

. If the work is %o Le nerformed At an agency other

han the employ@eo
regular agenzy 4 6 Personnel Form must be completed. “

Hnte: . : '

-
a
- P

For advice on payments for consultants or henorarias se

e the stétement on
honorar ums in this handbook.

{ e
. . of-
i
.

Employment, Hours of Glassified Positions: ( . Sy

The: regulax work day for personnel, subject to Ciyil

seven and one-half hours per day for clerical employee
duy for malhtenanCO employee

rvice regulations,
d eight hours per

is

The "egular work week is five days per week.

* ; ’ ) . : .
However, as required from time
o time,

employees may be Tequested to work beyond the regular day or week.
uch time warked will be either paid overtime or compensatory time as elected by
the individual and as provided for in the appropriate rules and regulations.

The abové jefined work days are exclusive of meal time, but inclusive of
the usual two rest,bremks of fifteen minutes.

The specific Mar*lng and .ending hours and medl time for each employee is
subject to the supervisor's scheduling and the needs of the College. Reasonable
variations within an uiflce or  department will’ "be permlttnd subject to the "
supervisor's approval and the needs of the College.

.

/ | 190
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'tmployment, Hours of Classified Positions,tcont\d.

; The usual office hours during the Fall and Spring semesters are
from 8:06 a.m. until L:00 p.m., Summer hours may be different subject
pd the nreds of the College and sup€rvisor approval.

i Civil Service employees required to -work on ‘holidays or days
in which the College is officially closed will only be thode whose
services are requirqd“for the efggctive operation of the 'College
on that givenh day , aé\determined'by:thé President or his designee.
Due o the mission of the institution, the needs of the College may
be different on different days; and thus & list of positions con-
sidered essential would not' be appropriate.\ Nevertheless, the
‘Allepe, 'through the Dupervisors, will nqti?&\
tn work on holidays in,writing.at least one week in advance of the
scheduled holiday. .Since emeréencieS‘may ogecur on holidays, manage-
ment resorves the fight to require such employees to work as may be
necescary to .deal with the;eﬁergencies. - “o

< . o " N

Employment of Professﬁonél étaff -~ Instructional and Administrative:

No academic or administrative appointméntM whether full or part-
t'ime, permanent or temporary, including all classes of student ’
aussistants, shall begin withou} a departmental récqmmenaat{on when
State funds are to be used. The only exception to this is the - °

+ employment of persons on Temporary Service funds, ‘See this Handbook

(Temporary Service Employment) for alternate policy and ‘procedure.’

- NO NEW EMPLOYEE SHOULﬁuBE'REQUESTED TO BEGIN EMPLOYMENT UNTIL
FINAL APPROVALS HAVE REEN RECEIV@&N\ '
o s . ]
Procedure: ' . - ] . o

ot

1. "Three copies of 4 Status Change Form (SCF) are to be
prepared by the requesting department or office, and

two of these ar%ﬁto be forwarded to the appropriate

Vice President;jp . - ’

by - .

" The SCF will, ﬁgbn receipt Dby the respective Vice President,
be reviewved adﬁ%two(cOpies sent directly to the Office of
Business Affairs (OBA) Personnel ©ffice for checking of

the details a%ﬂécting payroll records. The SCF must be
W Tully.compfeQBi. ) ’

¢

N

;. P8 sonnel will rengﬁ;a copy of the SCF as checked and
return the origijfal to the Vice President with its check v,
and any changes fipddcated within oL hours, whenever
practical. . Th veedlto hold will gg'communicated;'

q

.

all employees requiyed"

[
-
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Employment of Profess1onal Star ‘~.In§tructional.and Administrative, cont'd.
~ "
. L. .The Vice rreslden will then recommend ﬁhe appointment to the

President, exnept ’on.graduate.and stu&ént assistants. Upon ) N
" Presidential approval“the Vice Pres1den¢ will prepare and gend a .

’

letter ot offer to the appllcant e .

~
.

5. Upon receipt of a s1gned acceptahce, & copy of the signed acceptance
will be sent to the Personnel Office to activate all other ‘personnel
papers.- The Vice President w;ll prep&re -and gend all forms required”
to the Universit y's Central Personnel Offlce Any advance Bpprovdls
necessary will be preparéd by the Pxealdent s Office and will precede

thé letter of offer. I . o
- fﬁQROPER PROCESSING MAY DELAY OR RESULT IN 'THE PERSON .NOT BEING BAID. o,
‘ l [ ,. . . .." * . e A . - . o - -
- Emp] ymentjfmeépbrarj Serv&ce 3 ‘ b .
w . [/) ) - . . A J . ‘ .
¢ [f MI\requests to employ persons on T borary SerV1ce, from State Funds,.
\\%ust e made on the "”tudeﬁt Assigtant Re hisition" form. e
o0 o
. o] e should be aske@ to report $ work unless the reguesting department
he or office has' received Tull .approvale, *ergency arrangements must be made in .

advan¢e and may be cpnducted, orally pénding processing. These situations must.
be held to a mknimum?, Failure-to propev&y progess may result in the intended
" employeé not being pdﬁd N . e P '
P ) ‘ » - . Vs . . - -
. e All charges are against .thefrequesting office’'s accountxs); - N
N ‘ ) : . - c e ‘ . ST -

Only State University Collegé at Geneseo students enrolled for a minimum
of six (6) credit hours may be paid on-the monthly Temporary Service payroll
during the academic year (September - May')Y. Graduating seniers are eligible
for Student Assistant btatus witil September 1 following the;r graduation.
Bonifide students from other d&ieges and un1vexs1t1es may be considered for
summer pas1t10ns when' and if IState University College at Geneseo students are
not aveailable for:a position. v . ..

" Procedure: - ' ) e -
N » o “n . g‘ l’ ‘ . ' g
Office, Erwin 218.

1. Secure proper forms from the Paye

i 2. Complete as indicated on baéﬁrof Studery] Assistant Regyiéition
form. Refer to Student Assistant: Polic
distributed to each department. *

ol




Fringe Benefits: ’ . )

The Fringe benefit schedule for 1975-1976 as established by the State *
Comptroller and the Division of the Budget are shown in the table belaw.

™hese benefits repreéént the estimated liqbility of 32.13%.

Employees who elect Social Security must in 1976 pay 5.85% on the first
$15,100 of salary.

: 4
‘. “ 1

The componen* parts of-the 1975176'rate are: . ’

Retirement | : o 22,8k,

Social Security 5.20 v
Health Insurance © 3,32
Dental Insurance .26
Workmen's Compensation L6
i Unemployment ‘Insurance .26

Survivor's Benefits - .09 .

‘Total - ‘ 32.43

v

. w

-

. . 4 :
INSURANGE, GSEA LIFE AND ACCIDENT AND HEALTH °

e

MSEA Group Life Insurance Program:

N
*

Members ®f the Civil Service Employees Association may participate in
- the low-cost Group Life Insurante Program available to,members employed by the
Ctate. To qualify, one must become a member of the Civil Service Employees
‘Association. One then qualifies for term life insurance which is dependent upon
age at ‘entry, your salary, and years of service. Further data is available in
the Personnel Office, Erwin 218 (Extension 5616 or 5618). "
Claims under the CSEA Plan are paid promptly. Payment of premiums 1is
arranged conveniently by payroll deduction. Application forms are available from
‘the Membership Officer, CSEA. '

Pl

4 N

€SEA Accident-Health Insurance Plan: f _ \ ' . >

This ﬂﬂan provides CSEA members with an opportunity to secure income
protection against disability resulting from accident or sickness at a lower
cost than they can a;range‘otherwise. Paymentwaf premiums is arranged.by
rayroll deduetion. '

) @

7 E . \ﬂ | Q\

Vo




INSURANCE, CSEA LIFE AND ACCTDENT AND HEALTH .

-

CSEA Accdident-Health Insurance Plan, cont'd.
- ‘ t -

4

s

., The CSEA Accident-Health Insurance Plan pays a ¢ash monthly
indemrnity during periods of sickness or uccident disability re-
gardless >f whether or not the insured member is hospitalized.

. This ‘differs from the benefits paid under the State Health Plan,
which pays hospital,)med{cal, and surgfbél bills incurred to the
- extent pro¥%ided under the plan. The benefits of the CSEA
Accident-Healtl, Plan and the State Health Plun do not duplicate
cac other., -

For further ‘information, tontact the Membership Officer of the
Locul CDEA Chepteﬁ. Claim forms hust. be secured through 'the
Personnel Oftfice and personally processed through the insurance,
carrier, - '

Ter Bush & Powell, Inc. z -
"148 ®linton Street L .
Schengctady, New York . 12301 o

3 ’ -

v

.
-
»

\ et
. 'INSURANCE, HEALTH AND DENTAL | : .

.

Henlth Insurance: . K

Therc are two health insurdnce options awailable - the
Statewide Plan (Blue Cross-Blue Shield and Major Medical) and the -

» GHI Option (Blue Cross-GHI). These plans‘providé~insurance'agains%
the cost. of medical -care. They have been designated to fprovide:
fullest protection for faculty .and their dependents. at the lowest
possible cost. ' : :
Statewide: The Statewide Plan consists of three parts; Basic
Hospitali#zation coverage provided b§ Blue Crosss, Basic Surgical-
Mediecal ¢overage.provided by Blue Shield, and Major Medical coverage
provided by the Metropolitan Life Insurance Company., The third ‘
part of the plan gives added protection not only against the heavy" "’
expenses of very severe and proltonged illness through' an extension
of the benefits provided by Blue Cross and Blue Shield but also
includes partiag reimbursement for other items of medical care not
gtherwise covered, such as doctor's bills for out~-ofwhospital treat-
ment, .services of specialists and consultants,*special nurses, drugs
and mé&dicines, and other types of medical servicss. :
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INSURALCE, HEALTH AND DENTAL

Health Insurance, cont 'd.

-

The"GHI Option consists of two parts:  Basic Hospitalization coverage provided
by Blue Cross, and doctor's charges for surgery oy hospital care paid by GHI

anccording to the Schedule of Allowances. {nder Extended Benefits Coverage, ° ’
SHI will pay 8307% of the. covered expenses after a $50 family deductible is met
each calendar year., Clovered cxpenses are limited to prescyiption drugs, private

laty nursing, private ambulance, oxygen; appltiances and e?uipmentf

Uental' Insurance: . ’ *

irbup Healthns Dental insurance, which js nén—contributory, has made new
rrovisions in the Dental, Plan ‘effective January 1, 1973.

In any ca%éndhr year there is a %50.00 deductible/ for Individual coférage
and a+$50.00 deductible per person With a maximum of $150.00 for Family coverage.
[f you have expensec exceeding thigl amgunt, you may file claims recoverifé 100%

of G.H.I."s maximum-payment allowa#,e oWr and above the original $50.00 gr $150.00
leductible.  Thg amount of deductibl ped for orthodontic work is $745.00
maximum, -

For every newly appointed persoh-enrolling in this plan, there is a six-

_ month‘waiting period. Dental Insurance will become effective on the first day
of the month following the completion of 6 months' employment. As was true
before, which is now amended, present employees who have had more than 6 months

service no longer are penalized and are no longer considered a late enrcllee.
Ay may enroll immediaﬁely.

v ) ) '
Guestions regardfng Health Insurance and Dental Insurance should be referred
to the Persommel -Ffice, Erwin 218 (Extension 5616 or 5618).

\ .

!
. " - NOTARY PUBLICS

LS

'Nétary Publics are-available on campus in the following offices:

Erwin 218 Mr. Howard Erwin -
. Erwin 202 Ms. Lora Harter
~ Gghrader 30 ° Ms. Margaret Mishic .
Erwin 218 Mr. Donald Lackey’
, . Erwin 217 Mr. John Nickerson
o . Erwin 103B Ms. Linda David
: - ' Erwin 116 : Ms. Anna Kline
FErwin 105A . ) Mr. Richard Welch
’ "Erwin 105. . Ms: Geraldine fovell
. Frwin »01Ea . " Ms. Nancy Baker ;

Lrwin 219 - ® M. Busan Vonrhees




Notary Publics, cont'd.

Their services are prcvided free of charge 'to members ot the
. student body and the staff of the College.
Any person dezﬁring this servic is requested to call and
make an appointment, except in case of immediate emergency.

~

Whenever possible, students should request Notary Public
services from Ms..Lora Harter, Office of the Vice President for
Student Affairs, Lrwin 202.

~

-

. .
Pnlicy and Prucedure for Personnel Records Review:

Any emgﬁoyee may review .his or her Personnel Record by
indicating in advance a desire to do so0. Record review by pro-
.fessional serviceg employees shall be held in the appropriate Vice
President's Office, while members, of the classified service—shall
use the Personnel. Office. Copies of non-confidential material in
the Personnel Recor% may be made by the designated secretary in the
appropriate Vice President's Office when the records are reviewed.

N Request for Personnel Record review shall be made by notifying
the designated setretary in the appropriate Vice President's Office
{professional) or Personnel Office (classified) s

~ N d

The respective office secretary shall: '(a) schedule the
appointment; (b) obtain the appropriate record on non-confidential
material; {(c) peturn the record to the file in the Personnel Office
after the emplbyee has reviewed the record and signed and dated a
sheet which ipdicates that a review was made.

The personnel record typically'contéins copies of persconnel
o transactions, official correspondence with the employee and evaluation
reports prepared by the College. The confidential gsection of the
record contains materials such as letters of recommendation

solicited in connection with the employee's employment. The con-
fidentigl sectiun ghall not be available to employees or their
represéptativns. . : !

\

N N

Release of Personnel Information:

1.- A member of the College staff shall be informed
immediately when an investigative agency requests
'information regarding his employment history.

)
.

No information will be .released to such agency without
the written congsent of the employee and the consenfy of
the College.

E .

3. If the Col}ege'cannot legally prevent-the disclosure of
information which either the College or the staft’ member
deems confidentinl, the College shall provide the staf!

, member with a complete copy of all the released materials.

106




" Release of Personnel Information, cont'd.’

7

L. Agprovals of release of faculty perscnnel information shall be made
a part of the employee's personnel file.

~

5. An initial or subsequent staff gpproval may be recinded at any time.

6. All such inziiries will be processed only upon writtennrequest.

Upon the first &teh inquiry for information, the staff member will be
requested to indicate his wishes regarding the release of such information on
the~approprﬁ@£§ personnel form titled "Request for Release of Employment
Information.” 4 ' y

<

Salary Checks and Information:
Policy:

- A. Instructional faculty have the option of ﬁéiﬁg paid either on a ten
or tyelve-month basis. All other regular staff are paid on a ftwelve-
month or twenty-six pay period basis. All persons will be paid bi-
weekly on Thursday. Salary checks may be called for in the Bursar's
Office of the Erwin Administration Building on alternate Thursdays.

B. Mandated Dcductions: 1. Federal Income Tax, 2. New York State
Income Tax. 3. Social Security Contributions .(under present law,
5.85% on the first $lh,10b<\AStaff members are urged to keep current
their W-4 and/or adresses. ppropriate forms are available at the
Personnel Office. ' .

C. Retirement (election of 1 of 3 plans - non contributqry). . - S

D. Optional-Deductions: 1. State Health Insuranee Plans. 2. ‘Civil/

. Service Employees Association Membersh&p Dues. 3. CSEA term group
1ife insurance premiums. 4. CSEA health and accident insurance
premtums, 5. New York State Teacher's Association Membership Dues.
6. U.U.P. Dues. T. United States Savings Bonds. 8. Disability
Insurance (available after 3 years of service at no cost). - 9. Tax
Sheltered Annuity program. Can be elected once & year.

E. Payroll Check Issuance: 1. Regular State payroll checks are
distributed every two weeks beginning on Thursday at T7:30 a.m. at the
Bursar's Office in Erwin 103. 2. Temporary Service Payrocll checks
are distributed approximately on the 15th of each month. 3. Student
Payroll checks are distributed approximately on the 15th of each
month. U. ~Faculty Student Association checks are distributed on the
first Friday of each month for the preceding month's work.




! o ! T 1o ¢

Salary Checks and Information, cont'd.

E. Sai ’ 'Adjustments: "The saiary adjustment dates are ApriI‘
t:> 1 for c ssified personnel, July 1 for administrative

personnel, “and Septemwer 1 for faculty. Salary schedules

for classified and u assified personnel are found in the
Appendix. ‘

‘ // Procedure: (except for FSA checks) \\i\g

Each employee is required to appear in person to sign for and
receive his check. Identification may be requested. ’

Exceptions/maf‘be,made as follows:

1. An employee may, in writing (signed and dated) authaorize
another person to seeure his check. Such notice must be
approved by & person in authority in Personnel cr the e

v O0ffice of Vice President for Business Affairs and L
surrendered t¢ the Bursar's Office. Identiflcatlon may ‘be
requeetedeof 11l such persons.

2. 1In special emergencies, if requested in writing and an
addressed stamped envelope furnished, the PerSonnel-Office
will meil an employee s check to & single. address. This
exception is not intended to be on an ongoing basis.

198"
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' Salary Schedule, Classified Excluding Securit
a To be provided. ’
‘é.\ A ' S -
o | . - B DEPARIMENT| OF AUDLL AND GONTROL \ ] - C%<;
. ’ . . BUREAU|{OF PAYROLL AUDIT . , '
v\ SALARY GRADE SCHEDULE FOR OTHER THAN SECURITY, SERVICES NECOTIATING UNTT
\ . EFFECTIVE APRIL 1, 1974 '
N\
B \ -' . . ) ' ! s . ‘ \
“SALARY = ANNUAL  1ST. 2ND 3RD LTH MAX. \ ~ 1ST ADD. PMD ADLD.
GHADE . TNC, . YEAR YEAR YEAR  YEAR SALARY STEP STEP
1+ $250 5370  $5%0  $ B0 $6120 I §6370  §66%0 46510
2 262 ' 5585 58L7 6109 - 6371 6633 6695 1197
3 275 5871 . 6146 6kl 6696 —. - 6971 7245 7521
i\ T 290 . 618 [z?ﬁﬁ& . 6728 7018 7308 7598 use
.5 . 305 6450 755 7060 7365 - 7670 - 7975
6 319 6811 7130 .. Thhg . 7768 8087 ~ 8406
; - o ,
7 332 720k 7536 7868 - 8200 . 8532 . 1386k
8 36 7616 7962 8308 * 865k "+ 9000 9346
9 . 32 -. 8051 . BM3 . BT 9137 . gh99 . 9861
) 10 é% 379 .8523 8902 928L - 9660 10039 - - I6NT8
S T 396 9029 9425 9821, 10217 - 16613 11009 . -
12 . b13 . osu6 9959 ’Tﬁagz . 10785 ‘. 11198 11611
13? 431 10118 10549 10980 21611 1842 .1 1273
i . 45O 10714 - 1116 11614 12064 12514 ° | 12964
.15 - k69 11337 11806 12275 o7y . 13213 13682
26 . hoL 11983 1247k 12965 13456 . © 13947 14438
17 .. 516 12670 13186 © © 13702- - ‘1k218 © - 1h73h > 1525(
18 .+ sBa. " 13404 7 13946 14488 15030 15572 . 16114\,
N - . - ) A : |
19 - 567 1k142 - 1709 . 15276 © 15843 - 16410 16977 | 17544
29 . 592 14880 15472 16064 16656 - 17248 17840 18430
21 618 15684 -3 16302. 16920 17538 - 18156 18774 19392
22 " 6us 1653 © 17183 17828 18473 19118 19763 2004
‘23 673 ° 17429° 18102 -18775 19448 - 20121 -0 747 TSR Y P 0y ¢
ool 698 18369 19067 19765 20463 21161  -21859 22597
25 728 1939  2012h°,p20852 21560 | - 22308 i 23036 2376k
’ '&( . ." - u-{, . . : ' . * ’ .
ST~ - ) »
° | 109




~Salaries, Non-Teaching Prcfessionals:

e

PROFESSIONAL RANK SCHEDULE, 1975-76

Minimum ist. Qtle. Miﬁpt. Norm., Max. Extra Max.

PR
$ 7,25 $ 8,650 $ 9,900 $1L,73L $16,887
1 8,600 10,225 11,850 18,955 21,025
2 11,400 13,250 15,100 23,177 25,27k
3 15,100 16,975 « 18,850 29,k12 - 32,208
L 18,800 213300 23,800 - . 26,300 - 28 80@V
(Rénks 5-8 unchanged from values established July 1973)
5 21,945 25,020 28,065 31,110 - 34,180
6 26,330 " 29,925 33,525 31,120 40,715
T 32,315 < 36,515 . “Q’619.¥//> kh,hgo - 49,065

%

Maximum. Saleries for Academic Appointmenté 1975-76:

, Effectlve July 1, 1975 the following maxima will be. gppllcable to
.appointments of academlc staff who j01n the University during the 1975- 76
academic year. ) .

t
7’

) Regular Faculty " . .
,(Academlc Year Obligation)-

, Professor - $36, 793
- Associate Professor , 27,287
Assistant Professor !21,361“

Lecturer 21,361

Instructor .. 15,k33

o
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‘Social Sdcurity: . : B . - S

\’Social Security, as used here, means the'0Old- Age and Survivor's
“Insurance System that is administered by the Federal Social Securlty
Admlnlstratyon It became available for State employees July 1, v
1956. v .
An employee makes tax contributions to the Social Security
fund during his working years. The State University contributes am
equal amount. -

Social Securlty provides payments to ellglble retired or dis- "
abled employees and certain members of their famllles,,or payments
to theiy survivors. ‘

For further informatien, contact the Personnel Officé (Erwin
218). ’ o ‘ :

ime-=0ff Requests o ” T é
\ All requests for time off which is to be charged to achUed
overtdime, personal leave, gsick- leave or vacation credits are to be
submitted to the employee's supervisor on the Time-Off Request Form
no less thanastwenty-four hours in advance, excepting emergency sick
leave. Such emergency sick leave shall ‘be reported on the same form
as soon as reported by the employee. Such requests, other than sick

v leave, shall be approved within reasonable limits and promptly,
giving due cons1deratlon toc the needs of the College for contlnulty

of service.
. iSuch requests should be made 'as far in aﬁvance beyOnd twenty—
‘four‘&ours as. is poss1ble °

Procedure: , . e

1. Complete the Time-0ff Request Form as required.
2. Submit in duplicate to supervisor. .
3. Uponxappfoval, the eqployee’will receive a signed copy of

the request. - ‘

\

The superV1sor shall file the original 1mmed1ately W1th the
Personnel Office (ErW1n 218) *and keep one copy. T -
5. Dlsapprovals shall be 1nd1cated with reason and a copy of
0 the disapproval sent to the employe o
\
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»

Time Sheets, Classified Service Personnel
, J ‘

. All classified serV1ce pers sonnel are requlred,to

weekly tlme sheels on the forms provided by the Pgrsonjel OfflLe.

Procedure: o %
. , .
1. All time sheets must be S1gned\1n pers by the supervisor
No rubber stamps and no initialed slgumrres ill be

accepted‘ Should an improperly 'signed
mitted, it will be returned to the supe Visore ‘th an
appropriate commcnt In the absence o]

Monday follOW1ng the last pay day. \f | - o kéz;
' 2. All time sheets duly completed are to be submntted at the
‘ Bursar's Office, each and eveny payday_%%ﬁhandfﬂg them to
# the person 1ssu1ng .the pay checks. I a time sheet must
o . be submitted later than at the time o icklng up one's
check, then they ‘are tq be. sgnt or brought to the Personnel
© . Office. (See itém 'l' above). Time pccruals will be
provided to employees on‘aftweﬁty—eight day basis.

. © . B '

3, All time sheets will be datgrstamped ms received, whether
at the Bursar's Office ot atjthe Perspnne Office.

L. The same procedures are to bp followeld in the speciﬁl'cases
R " of shift-assigned personnel,| excépt tlhat the supervisor
,will submit all time sheets {for which -he is responsible in

a group.

Workmen's Compehsation: . v °

. o & If an employee is injuged oridi abled while he is on the %job,
he is protected by Wdérkmen's Compensation.

Procedgre: He should:

4

1. Get first aid and see a docgor.
. 2. Report the accident as soon| as possible to the Personnel
N Office. N !
¥
3. Fill out a claim for Workmen's Compensgtlon as soon &s

poss1ble . “
, ’ k., Claims should be filed promptly. - Howeveﬁexyﬁey may be filed
’ within a4 two-year period. . E . ‘

I{ an emplocyee needs to get more 1nformatmon about Cldlmb, in-
quire of the Personnel Dfﬁlce of the College (Erwin 218).

e\

Full Tt Provided by ERIC.
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honoraria, Payment of: : ‘

. ‘
Departmental Chairpersons and Administrative Officers wishing tc employ
speakers, lectureres, or consultants on an honorarium basis must fill out and

-send a Status Change Form to the Office of Business Affairs. Such costs will be
charged tc the departmental or office account.

The Status Change Form, completed in triplicate, should indicate the name
and home address of the recipient, sqcial security number, smount of payment
authorized, reason for engagement and the dates of the engagement " Please sign
the form indicating account to be charged, clearly mark "Honorarium," and send two
copies to the Business Office, Erwin 217.

If the honorarium to be paid exceeds $150, a complete justification must
be attached, indicating dates that the service will be performed, a description
of the service to be performed, the type and size of audience, and the
rationale behind the amount of the honorarium. A regular State voucher should .
be signed by the person receiving the honorarium, ’ ‘

If the person engaged is & State Employee,’no moré than $40.00 per day or
$100.00 per day, if an overnight is required, is permitted. Those employees.will
be paid through a payroll transaction.

g

\ . : o .

~

Contractual Relationships:

A, General \

. All ggreements and commitments which involve the use of College owned
equipment, supplies, facilities and/or require’the College to provide any nature
of ‘services shall be approved by the appropriate Vice President, and shall be
processed through the Office of Business Affairs prior tb execution. - Executed
copies of all such agreements shall be flled with the Office of Business Affairs.

No staff member of the College shall make arrangements or commltments in
behalf of the College, directly or indirectly, with any vendor relative to
purchase," contracts or services of any kind,¥ except through the Office of Busineéss
Affairs - Purchasing Office, and then ohly after the necessary authorlzatlon has
been granted ,in writing by the respectlve campus department chairperson or
appropriate administrative officer. ' All such intents to purchase material,
equipment or services must be forwarded on the form ent1tled "Requisition -
Purchase of Supplies and Equlpment '""bearing the necessary approvals to the © \
Purchasing Office. Contractors aré expected to affirm to an equal opportunity
statement.

Individuals making unauthorlzed commitment of state funds may be required
to. pay the veridor with personal funds. : "
, Sy v
Jo person, except employees of the Receiving Department (Central Stores)
may receive goods ordered by the College

o

*This includes newspaper -ads, subscrlptlons, items requested on a’trial basis
that later may become ”coifirming" purchases.

)

c o113 0%

4 ' ) “
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¥

Contractual Relationships, cont'd. ¢

B. Contracts With Outside Agencies For EQuipment or Talent - Student
Qrganizations ’ v
All contracts and arrangements (incljding verbal agreements) for cquipment
or %alent on or off campus must be submiyted to the coordinator/of college
_activities for approval. All formal wri{ten agreéments must be signed by the
coordinator ot college activities before|they are. considered officialQ
' !

Purchasing:

Il
the purpose of acquiring goods and/or
services mugt be accomplished in accordpnce with the rules and regulations of
‘(l) the Nelw York State Department of Audit and Control, (2) the New York State
Office of Ggneral Services, (Division df Standards and Purchase), (3) state
University oR\New York and (4) State University College at Geneseo.

All expenditures of state funds fo

.

~ All acquilsitions of goods and/or gervices, involving the usé of state
allocated money, must be processed om the forms provided and in the manner

1. The College's purchase requisjtion must be used. i

requigition must be appr¢ved by the department ‘airperson or
administration officer respongible for an account. “Na other signature
will be honored. - P
3. Each requisition must be complet%d as indicated on the form. Only,
M‘gequestsﬂfor supplies and/or equﬂpment not availablé‘frpm Central Stores
" dhould be put-on these requisitigns. Please indicate the building and
room in which the items will be sed or generally stored. This
information is used for inventoryj purposes. = ° '
\ 3 '
* 4. When prepare&, the department showld senid, by interoffice mail, the
first three copies of the requisi ion directly to the Purchasing
Department. Retain the yellow comy. '

~

D

1
3

. » The third (green) copy will be getfirned withinw2k~h6urS’to,th@.
depirtment indicating the date reckived and requisition number assigned.

The yellow copy mey then be destro ed. Pilease use the assigned ,

requisition number when making inquiiries about the request. S

6. As soon as a purchase order has bie* issued, the second copy (biue)
will be returned to the departmen'qzhowing P.0. number and date, and
actual cost, excluding shipping. THe department may then destroy the ¥

green copy. Please use the assigned’P.O. number when making inquires <
‘about the request.

{
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Purchasing, cont'd, -
. i ‘.

[N . .
‘7. ‘Whlen merchandise is received, "'the Receiving Department will
dgliver the items to the building and room designated and
oHtuin an authorizedssignature acknowledging receipt of the

gcodsl If you wish to have the <items delivereqwto a
LT lgdcation other thgn the room indicated for_inventory pur-
% pdse, you may indicate this at bottom Qf'description space.
WY . ;

No ong except Purchase.Office Personnel is to enter into a
contractual relationship with a vendor (see contractual relation-
ships). The Collepge will not assume any obligation for such

©

arrangenents. ‘

“

Each [requisition will be handled.asupromptly as the daily
volume peqgmits. ’

We rg¢cognize that“ﬁémergéncies" occasionallly arise, and that
special hdandling may be required. Contact the Purchasing Department
5y instructions regarding "emergency" purchases. - '

| . . ) L

‘ Do nopt purtﬁase any items for College use directly from ‘the
Collexge Bpokstore, request duch items first from Central Stores.
If Centrall Stores does mot stock the item,. permission must be °
obtained |[from Purchasing before any purchases may be made at the
College ookstore. , , J e
o . . C Nt

For|information regarding a requisition, c®ll the Purchase
Office bpth pefore or‘after submission. ¢ : ‘

No [perscon, except.employees of the Rééeiving Depaytment , may
receive [any goods ordered by the College except those pexsons
receivipg items in' a department .being, delivered by Centra Stores.

; &

Suppligs, Office - Ordering:

ALl staple office supplies must be ordered by the department
or administrative office from the "Office Supply Catalog" available
from tthe Purfchasing Office or Business Affains. Itemg’ not carried
in stdck must be requisitionéd separatelya(seexPurchasing,
Requigitions). ’

hach account will ‘be charged for the supplies requisitioned
from {entral Stores by the Backcharging System or will have iﬁs
Supply and Expense (S&E) Allocation charged when a requisition is
approjed and progessed. - , )

W supply of.any itelm, in other than normal use quantity, should
be aorfilered on a separate Purchase Order Requisition through
Purchhasing. Please call for assistance in such instances.

- 115 | S

g




Y

24

’ . R . . : ‘." . .' . . 108-

., L ’ -~ : : .
Supplies, Office - Ordering, cont'd. .
o . [N R
central Stores orders are to be ma e by completlng the'small
maoklne card. form available in the departmental offlce .and sending
it to Central Stores, Service Bulldlng, in the 1nteroff1ce mdll ‘
Use more than one card if space is not adéguate

Those persons orderlng for g non- locaf budget account such as
a "recearch grant, etc. , should enter the title of the grant in thre
space marked "Department and leave the account number space blank.
Put 'the grant number in the space marked "Grant No. The approved
signature in such cases is the faculty member of the adminjstrator
responsible for the affairs of such a grant.

q

Kepair Service:

All requests for .repajr of equipment are to be phoned .to
Business Affairs, Purchasing Division (Extension 5611). Do not
make the calls dlrectly to commercial companles

The. Purchas1ng Division Wlll ‘make the necessary arrangements
for all office machine repairs.

In some instances, usually involving scientific or .technical
equipment, the Purchasing Department may authorize the Department
to contact the vendor directly. Such authorization must be” in
writing. '

,
¥
Repairs, Office Machinesi

2

~ -

All office machlne repairs are to be handled by the Purchasing

Office of Business Affairs. Fach account will be charged for such
_—"repairs of office equipment-.when the machine is ass1gned to the
account. : . ‘\\ -
* : 3 N . .
2 All such requests should be phoned 1nto the Purchas1ng Office
(Extension 5611). Do not make calls - dlrectly to commercial- service

companies. .
Servicd/mat\\énance contgdcts for office machines may be

anged through the Purchasing Division. Charges for such agree-

will be made to the account to which the machine is assigned.

tablished, such contracts will be atitomatically renewed each

year unle written ‘'request to terminate the contract is made by

t@e Deparfﬁégt\thal rson or Administrative Officer to Purchasing.

=3

’
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v Letterhead,- Stationgrfl:
‘ & ,
/ 4kl letterhead

by the Pfii%gggﬁ.

.~ All requisitioming for departmental letterhead and matching
envelopes shall be [forwarded to the Purchase Division*0f Butiness
Affairs. / ’ ’

'y : *

ggainsm the

‘or official College use will be that as approved
y .

- Charges for ‘Jetterhead and énvelopes will be
individual depgrtmental account. "

-y o

Send a completed Central Stores requisition to Ceﬁtral~3tores
for non-departmental College letterhead stationery. Non-departmental
generaigcollege stationery is available from Central Stores. )

—— ‘ | ;
No paymentfwill .be made for any unofficial stationery-or
envelopes. '
3

"Equipment, Pralfision For:

. All initifally-required office, classroom, and service equipment
ig provided fdr a building through the allocation of Capital Equip-
ment funds and results in no direc% charge to the using department's

operating budget allocation.

-\gubsequejnt acquisition of equipment may result from expenditures,"
from the aZi gcollegée account (Central S€ores) or from departmental
allocation . | The all-college account will essentially be deployed
to acquire g heral office and classroom equipment,xsuch as student
and staff degks, chairs, files, bookcases, bulletin boards, etc.,
subject %o ayailability of funds and will result in no direct charge
to the departhlent. A - ‘ '
Specifi-ﬁitems necessary to the usingfaccount must be budgeted
forﬂgrequisi ivned by, and charged to that account.

o 1. Need \for general office and classrooﬁ are esté%iished\in
consfltation with the rqspective Vice President and usually

will\require no direct .account action.
N it

%

Procedure:

" .

2. Deparyments and office may, by the submission of a purchase
requidition, requgst such general equipment.
. 14
: \ ‘
processing for outside purchase, all such requisitions
matched against existing stocks. '

1

P 3. Before
' will b

L. Should

urchase be required, the requésting department will
be cont

) ted for -approval for purchasing and charging to the
> , ‘ )

117 .
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"

’

Property Insurance:

with the excppuzfn of “e Residence and Dlnlng Aalls owned by the
Dormitory Authority; ‘motor vehicles afid a few inaiviaual. pieces c¢f art, the
.facilities, cquipment  and .property of the Collede are not insured, except
pro* .ected by Lhe credit of the State of New York.

Per,onal propcrty @f individuals located on the campus is not covered for
Toss or ‘amage through College insurance. Nor does the College carry Apolicy .
of 11a.bllity insurance. Persons who bring items of personal property’ to campus
shoull record egsential information regardsng such items, and where appropriate,

~htain insurance. n the event sueh items are lost or stolen, therowner should -
‘ T co.oact the College Cecurity Office. LT N '
. - "\ ' .
TRAVEL#¥* — \\\V/// — .
- LT '
Policy: s . ‘ “ﬁ

All official travel must be requested on ‘the Travel Requisition,
« Approval .and Expense formq which constptutes the request, and-

“ . .insures approprlate cons1deratlon

=
,
.

Fooe
vOfflClal travel must be authorlzed and coordlnated to guarantee
maximum use of carp and provide for necessary maintenance.

PO

3. The Office of Business Affairs is responsible for State Vehicles.

-
W

. . Reimbursemeft for opt~of—state travel will continue te be® restricted
to those who are scheduled for formal participation in professional
meetings. Formal participation’ includes presentation of papers,

. membership on recognlzed panels, and officers of the sponsoring
organlzatlon . - '

o

All requisitions for faculty out-of-state, travel should be transmitted to
the Office of the Vice President for Academic Affairs. Due to .the depletion of
the modest travel funds which are administered by the Vice President, all out-
of-state travel approved by chairpersons and by the Vice President w1ll be

) charged against departmental accounts. Due to the limited nature of departmental
4 budgets, and to the high priority of the instructional program, close fiscal
- stewardship must be maintained in this area.

5.  State University policy dictates that in order to qualify for

: reimbursement at the maximum allowable rate for personal care use,
the employee requ@sﬁing reimbursement must have piaced a request for
the use of a state car at least three days in advance of the trip

starting late and have recelved a non- avallablllty certificate trom the
Travel Clerk.

B

fee Memo from Fresident MacVi ittie, 7 July 1975, to Faculty

E | : 3 / 118
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_TRAVEL AGENCY, AIRLINE,
WITHOUT PRIOR APPROVAL ['KOM

DO NOT. MAKE ANY DIRECT ARRANGEMERTS WITH ANY TRANSPORTATION OR
COMPANY, OR OTHER TRANSPORTATION SOURCE
THE OFFICE OF BUSINESS  AFFAIRS.

P

6. - State vehicles mfy not be'used, under any ciréumstances,
fgr personal needs. i . .

7. State vehicles may only be, operated by licensed College
employees and in special cases by licensed students, when
-adequate supervision,is guaranteed. Advancge approval is
required for student drivers. .-n

8. NO PHONE CALLS TO HOLD CARS EXCEPT IN EMERGENCY ...

P

Procedure: ! >

4

4

3
-

. Y . % “

1. All three copies of the Travel Approval and Expense form ’
are to be sent to the Travel Office, Erwin 217, filled ocut

~as-eompletely as possibleﬂvmfhg_travel clerk will complete

additional items and make all necessary arrangements,. re-
turning the blue and green cdpies to’ the traveler before *
the trip. This blue copy is to be carried by the traveler,
with all data entered on it as one travels. This will '
expedite reimbursement, which takes about four weeks.

»

2. Travelers are urged to.visit or phone.the travei clqyk,,‘
. Erwin 217 immediately after trdveling, to insure accuralte
reporting and reimbursement. The blue copy is to be

returned completely filled owt as to time, dates. and
accompanied by original receipts to the Travel Office..
) ; N

r

3. °An official voycher will Hhave to be signed by the traveler
upon the Travel Clerk submitting*to the traveler the.
completed voucher. - )

4. Each vehicle is equipped with maps, flashlight, fire (
“extinguisher, flares, first aid kit, window scraper, in
. -box in the trunk. A document folder consisting of:
insuyrance and fleet identification. cards, new opera
manual,with accident report' forms and Thruway ermit ils in
the gl&ve compartment . These materials are to be leftyin
_ the car unless needed. Travelers are rthnde@ that degpite
the Thruway permit .on tHe cars, the new rate required an
additional cash payment in most instanceé. Please reguest
a receipt for this additional payment and.submit with other
materials for reimbursemerft. _ ’ ‘ .

N e
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TRAVEL, cont'd.

-

.

£

5. When in the Albany area, use the State Garage. located@off
Westeérn Avenue for gas and oil needs or emergencjies. Bee
glove ‘compartment for other State facilities ftffgdal

? ‘ i B

6. When travel involves roof, meal, or other charges which are
over the maximum allowable, please make this known to the
travel clerk well in advance Albany approval must be
secured before final approval to travel is given. o

¢

When calling for overnight reservatlons, first consult
the yellow pages of your regular telephone dmrectory for
a possible toll free number listed as BOO+XXX-XXXX.

v . ’

T. For emergénckﬁs on campus, when the TraVel Office is closed,
please call the College Operator (2h5- 5211),-who in turn will
contact the Security person on duty.. In case of delay 'in

returning from away, telephone the College collect, sc that
the next user will not be- inconvenienced. .

8} State cars should be returned to their own parking slot
in the Service Parking Area.

procedure: For Regular Pre-arranged Travel:

-~

< 1% Submit in advance to the Travel Offlce a travel request,
approval, and expense form obtained from the travel clerk
.in Erwin 217 - signed by the department or division chair-
\) person. N ;
2. When approvable, the blue copy &f the reqUest will ‘be re-
:k . turned to you before travellng When not approvable you o
) ’ w11 be notified and alternate, arrangements attenpted

3: Keys and other materials may be picked up at the Travel
. Office within 2h hours-of departure and during office hours
of 8:00.a.m. to 5:00 p.m., Monday through Friday. .

b, . SZate cars are parked in the Service Group lot. One's
rsonal car may be left in the State car space while
travelling, if desired.

: 5. Return car to Servicé Group lot and lock the doors and c¢loge
all windows. Return keys and mileage slip to the travel
office within’ 24 hours, or to .the key box on the Service
Group loading dock. '

6. Gasoline should be acquired from the Service Gronp facilities
before departure if gauge shows less than full.

48
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TRAVEL, cont'd.

o

Emergency Travel -~ Restricted Use Only:

1. Submit travel request in person direectly to the Travel Office, and
approval and arrsngements will be éxpedited.

2. Keys and other materials will be issued simultaneously, if a car is
available. o -

3. The car is to be picked up and returned as in regular travel.

.

L. A1l other regulations apply as noted herein. .-

&

Travel Allowances: » .

Board: $8.50 per day, including three meals, lodging tip, and

. other incidential expenses. .The breakdown for meals is:
Breskfast - $2.25, Tunch — $1.65, Dinner - $6.10 .
(including gratuities). ) ’

Lodging:¥* 3 Lodging cost not to exceed $18.00 per night in New York
City and the Counties of Nassau, Suffolk, Reckland, and . .
Westchester; and not to exceed élB.OO per night elsevhere
in New York State; and $18.00 out-of-state, plus $1.00
per night for overnight incidentals. Recent surveys of. = -~
rate schedules indicate that some hotels and motels ade "

‘ vertise lower rates, particularly during off-seasons.
| Travelers should take advantage of these off-season rates.

Iravel Advance:

/

M )’ M ' . . /
] A limited amount of locally administered funds is availablé for advances.-
N v v

Such funds are allocated to each Vice Presidential area. Advance approval
is required. . : o
Upon completion of each person's travel, prompt reiébursement of these
. advances @ust.pg;made. .

v o

#Board in the New York City area and out-of-state’ is Breakfast $1.50, Lunch $1.65,
Dinner $6.85. The $1.00 overnight incidentals does not apply #0 out-of-state.
—
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CENTRAL DUPLICATING

[

The College maintains a Central Duplicating facility in Room 1
of the Erwin Building for processing requests for duplication for
official business. This 18 not a printing service.

All such requests must be submitted om the "Requisition for
Central’ Duplicatlng and signed by the Chairperson, Administrator
or their secretaries. Prior to f.ling a requisition the requestor
may call the Office of Business Affairs, for advice (5611).

All work will be costed and recharged to the requesting depart-
ment . Such recharges must be understood to be an integral part of
‘an @ccounts budget. Over- charges to a department must be borne by
the regular Supply and Expense allocation of the department.

Proceduref

¢ 1. A yellow requlsltion form, avallable in Central Duplicating,
: . cofipletéky filled out, must accompany material to be
e . @up;{cated. Incomplete requests will pe returned to the
. &epartment or office.,

o

d(’c\'
2. Submit request form, material for’ copy and/or art work
.. T . *to Room 217, Erw1n.Bulld1ng, for approval.

3. Please allow two weeks for work to be done (exclusive of
Instructional Resources time). This is to allow Central
Duplicating to schedule work so that deadlines may be met.
Work may be completed sooner if time allows and the requestor
notified. ’

4. ALL TRUE EMERGENCIES WILL BE SO TREATED. Any work that

,is camera ready - (example: letters; forms, etc.) can be
run in our quick-~copy center'in a day's time. In most
cases the cost will be less than Xerox by your department.

o
»

5. Orlglnal copy must accompany request and should be saved,
for a repeat run at a later time. Duplicating cannot be
done. as effectively from copies.

i

6. Back-to-back work should be typed on sepdrate sheets.

", 7. _If colored ink is requested, additiongl time 1is required,
et refrain from such requests except in those cases where
‘ ' essentlal o

8. Collating can be handled by Central Duplicating if extra
N time is allowed. This time can be minimized [if the
requesting department can provide part-time help.
: . ' O
In the interest of economy, all work should be back~-to- back
'and single spaced where possible.

Q @
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CENPRAL DUPLICAT&&G, cont'd. *
~— ﬂ == .". ‘ ~ . ’ '
, B . ‘ A . - . 5 \ > .
Restrlctlons : ~ . ‘
\ 1. No student or student organlzatlon work wrll be handled
2. Personal work *will be handled on Xerox only subJect to
schedule and will be charged.. Payment must he tendered
. before beginning. However, there are two cdpy machlnes-in
- N Mllne Library for personal use., N\ o
3.. The request form: must carry the signature\of the chair- )
ik =0 person of that department or the secretar '

's.s1gnature
b o

[y

b, . Absolutely ‘no typing of ecopy- Wlll be done by Central - - *
Dupllcatlng, except where varltyplng is redquired.

reviewed before proceedlng.

g . : . : 4 FN
6. Where a gonflict'oaiurs between two or more "r\sh" requests,
Business Affairs, 1

consultation, will determi 'e the *
priority. " :

i » %» .

Some Suggestions for Determining Which Process to“Use{ J i "
. ) X a:
Xerox: k . -4
; ; - * ° N
1. When copying materlal from a book or magazlne which cannot ’

be taken apa\t - e
2. When up to 10° copies are. requlred of B few pages When
. over ten copies are required for several pages a reguest
\ should be filed for: offset._ éentral DupllGatlng staff, .
v v ~ can advise in special cases.’ . B
- 3. In a true emergency,”up ‘to 25 copies “of one page may be
made, whlle the balance should be handled oh the offset.. -
- ’ " - \ ® . A . ¢ - S
Offset: . . ) B . o -
N 1% Any orlglnal may be dupllcated or any xerox copy from
ﬂbook or @aga21ne that 1@ sharp and -clear pay "be useéd.

2. Twenty four ‘hours.is needed for most offset job@ in. the !

‘o guick- copy center. Large' Jobs, or thoseg requiring extra

. . work such as gollating and stapling, should- be given an
.. " extra day or up to two:weeks depending upon the size of

o A the Jjob. B } I 2 -8 8, .

[ ' B
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- MAIL®SERVICE : .
e : . : \ . ) - B
. v T )

The College Mail Service is reserved for all official incoming and out-
going letters and packages. No emplpyee-of the College shall claim the Coiiegé
asftheir permanent address (excluding professional business mail) except such
. persons who have been authorized to live on campus. All others should notify
. the Federal Post Office of théig,personal home address and any changes therein.

A

Procedure: - : ' -

A. Incoming/Outgoing Mail and Deliveries - .

N 1., Mail is,delivéreg on campus twice daily between the hours of
9-10 a.m. and 1:30-2:30 p.m.
i : . .
2, Mail Room hours (Fraser 9) are Monday through Friday
¥ - 8 a.m. - 4 psm., S 5 il ‘
3. .Outgoing mail'éoes to the Post Office Mcnday-through Friday at
3:30 p.m. Incoming mail is received 8:30 a.m. - 3:30 p.m.
P k. Outgoing Post Office mail goes Monday through Friday at 11 a.m.
' ' and 6 p.m. Incoming Post Office .mail arrives Monday through
».Friday at-8:30 a.m. and 2:30 p.m. '
. ! . v
L4 T
B, Central Office Mail - Mail for the University's Central Office is 1
( sent daily by the Campus Mail Service in a .special pouch. No postage ,
is required for each piece. Please ldentify such mailings as.fqllows:- ;

1

' SUC ' " - oo Central
' Geneseo, N.X. : Office ¢
o 1hbshk :
! . ) . ' e
A _ oo Neme : o o
o . T . ' Address (leSS’ptreet,
: , - EE L. . i city, state, zip)
S o « - :

" ~

. C.  Forwarding - Persons going on leéve are requested Lo make individwal,

- "’ grrangements with the Federal Post Office for forwarding. Business
) mail ,received at the College will be ‘forwarded only if appropriate - o
o © ad@énce arrangements are made with the Campus Maiggservica{
' P a = ™ ' ' N i \ o
) ) D.. Personal Mail - No personal mail will be handled except to return it -9
N e to the sender .or leave it in the departmental or administrative office, .
. ‘ :&:} - - ‘ , . o ,";“." v . . N . ] . g ,%':::
4 ’r , \ - . ; . ) & .
) P 4 R 4
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' MAIL SERVICE, cont'd.

-

<

E. General : ’ .

y
B

1. Anticipated mailings to be sent at the bulk rate_ should
be called to the attention of the Mail Room prior to
their needing to be mailed for information on pre-
parapion and arrangements for mailing.

N 2. The sender'szname or department should be placed in
' the upper left corner of the envelope, in aIll cases,
. . to expedite the return of undelivered mail.: 1If not,
‘ the Mail Room will open such mail and ‘then return it.
. ‘,' 3. Large amounts of mail; for any one department may be

placed in a large'iﬁter—office envelope or rubber-
banded and marked to the department for distribution.

Y
¢

. ‘ o - 4. special Handling should either be marked. on the en-
. B velope or a note attached giving the instructions. If
in doubt, please call the Mail Room. Mail in manila
envelopes, not to go third class, should have its class
“ marked on the envelope. - .

' 5. .Mail for people who have left the. College will be sent
: to the department where they worked. It sHould be i
forwarded to their ,new address by the department. First =
\ ‘  Class mail is forwarded with no charge. Third Class
mail is sent postage due, to be paid by the recipient.
Mail should be forwarded each day as it"is received.
- . Simply cross out’ the address and add .the new one t%o each.
' piece of mail and return.to the Mail Room.

1
®

- v 6. ‘We will appreciaie'kﬁowing immediately, of any‘difficulties
Fncountered." Occgsionally; for reasons of illness or
'holidgys,.mail may be delayed.-» ' :

» . . s . 7 n 4
F. Student Mail Services ® .
, B : . ‘

1. Stamped mail‘gestined for students is delive{ed by“the“,
Post Qffice to the several residencge halls daily excep?

! . d_' Sunday.  Such mail for nonresident students is delivered
. ’to the College Mail Room in the Fraser Building.
. ) 2., Sﬁamped and‘unsﬁamﬁéd‘Campﬁg_Mail for student organ¥ ‘
o izations is delivered to the College Union Dby the -y
S .’ Campus Mail Service. PUNEEE 2N ° R
o ; . : : \
y 9 “ ’ »

M N ) ’ oo ) : e . .
“we 03 Campus Mail, unstamped, For on-campus residefits is
delivered pnce daily to‘each residencgvhéll by-the
Campug Mail.service. . ' - '

3
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MAIL SERVICE, cont'd.. . ' '

[ v
4 - AN ~

4. Campus Mail for off -~ ¢ampus/students is placed in mail
boxes in .the College Mall bom in the Fraser Building.
. © 5, ‘Such»mall»intended for,residence halls and commuting
o o students should be placed.in white envelopes and marked
- "CAMPUS MAIHﬁ unless it is a large quantity of mail. If
the latter case, then sort and -.label . for each residence'
hall and/mark "For Distribution.” .

. 6, -There are.Federally provided mgilﬁboxes for stamped mail
in various locations on campus. Campus Mail should not
be placed in these boxes at any time, as this mall is

) not sorted in the Geneseo Post Office, but goes directly
@ . ) v - to Rochester where it is sorted.-

\

-

-~ T 2

Faculty, Staff, Alumni TIdentification Cards: :

)

k \\\identiflcatlon cards for faculty, staff, and alhmnl will be’
- lssued yearly by the: Offlce of Vice President for Buainess Affalrs.

,///f' . © THe holder may be required to show the card for eollege pur-. !

poses upon demand and is to be sunrendéred upon~leavxng the College.
u ) - ‘
1 P Cards w1ll be 1ssued with the flrst fall pay check each -and

,' ‘gvery year or to each employee thereafter within the“year, a8 is’
’ required.~ _ R ‘
Lost cards should be reported to the Office of Vice Pre51dent'
o for Business Affairs, Erwin 208 (Extension-5601). Dupllcates will -

|
" phe+*igsued as required and so marked. o
# . . 3 . ‘

123 - o
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Memberships: . ‘; 8L ' ) L oo |
el . . R ‘

The College annually subscribes to 1nst1tutional pembershlp 1n _
gsélected educational and related organizati6ﬁs. ) Q oy

Recommendations and approval to subscribe is shbmitted by the
respectiye Vice Presidents annually. All costs’bf such memberships
- are borne by the all- Co%}ege account. é‘ : K

Other non-institutional memberships may beiengaged in by a
department or administrative office, subject to the approval of the
chairperson ‘or administrative offlcer, and are chargeable to the
respective account.” These charges are against the account's supply;
and expense allocatlon. o ., o
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Memberships, cont'd.
Procedure:

1. A1l such requests must be submitted to the Purchase
Division on a purchase requisition form.

* 2, Cancellations of memberships are to be forwarded in
memorandum to the Director of Purchasing well in advance
of ®Whe renewal date. : : Co :

Equipment, Inventory: ; , ot
N . - N
State regulations obligate the College to institute and maintain
an all-College inventory of eqwipment. The (Lollege began its *
-inventory in 1967, and the data has been committed to a computerized
system. A similar system has been developed for Faculty-Student
Association and Research Grant acquisition. a )

-

N J 1 :
~ The Businegss Affairs State bystem is based, in the case of new
buildings, on the original purchase orders and the space to which

..originally assigned. In other bujldings wherein equipment is both

_new and old, it will be inventoried where it is at the<*time of
inventory. Any given pilece will remain assigped to sucth space, once
tagged, until a. formal assignment change hag been requested by a
department chairperson and approved by the Office of Business Affairs.
Each piece has &*sérially—numbered decal affixed and will also be

~marked indicating it "as pr&berty of the College. Staff members are
-encouraged not to bring personal equipment on campus without notifying..
the Office of Business Affairs.. Where such a practice is necessary,
we ask that, each person keep, in his possession, proof cof ownership.
The volume of equipment and money involved makes this endeavor
mandatory for good fiscal management. . @

I

. : R [
- It is essential that no equipment be moved, after it is.

inventoried, without processing a departmentally approyed change card
that may be obtained from 208 Erwin Building.

(4]

PREAEEN

Equiphent,’Off—Campus Loans:. . . 0

a,

The only State-owned equipment that may 1eavectheikampus is that
which is required to ddrectly affeet the instructional or service
programs of the College. Equipment charged out for such purpdses %
shall be tkhe responsivility of the instructor or otheﬂlsupervisory
personnel. . ) i ‘ '

A-student may charge out equipment, subject to departmental
approval, only while he is a duly registered member of 'a class,
wherein the item is normally used and the appropriate sign-put
procedure, now in effect, is followed.

127 | K
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Equipment "OffyeCampus Loans, cont'd.
& ¢

" The policy and procedure herein suggested aye intgnded.to cover
all equlpment or other items borrowed from, a g1v n department, which
were initially acquired by the College by the eprndlturc of regular
State funds ;or by funds resulting from State, Fedgral or private®
grarts. Not included are those items purchased by, other funds ex-
cept as the 1tam is now owned by the College, such\as a work or art
of a class gift angd, in‘addition, -all Milne lerar materials even

though purchased by 3tate funds. v . \ v
. Although the procedure is intended to cover pri arlly those
items removed *from- the building in which they are normally housed,

each area may Use its discretion for those items char ed out of a
. given room to be used in another room within the §§me puilding-.

. In each case of Such a loan,.three copies of the \orm are to
be prepared One carbon copy goes to the borrower and {wo copies
are to bé kept by the faculty member or chalrpérson. Shpuld it be

. necescary, one of these 1is to, be sent to the Office of Bysiness
Affairs when a charge is to be assessed or when the department is
unable to reach the borrower within a reascnable period after the

return date. In such cases the reverse side of the form iy to be
completed. Bus1ness Affairs will take care of the. requ1red :
.notification of charge. As with other like obllgatlons, ré@ords Wlll
be held until full restitutlon has been made. - \

Such monies as are collected w1ll be held in a spec1al gdccount
for purchase of replacement items. The Purchase Division will Work

directly with the particular department -in each case. o
« - } - . { o s
Should damage or loss occur, the Offige of Business Affalrs,
upon notification from the department 1nvdﬁg§: will proceed to‘“

" a¥sess the damage and/or the cost of replacemkent and to order repairs
and, where necessary, the replacement. Such repairs and/or new
orderlng shall be accomplished through the facilities of the
Faculty -Student Association. Collections of monies due shall also
be handleg by the FSA in a separate agency account, All such monles,

", and subsequent equipment requisitioned, shall become and remain the

/&property of 'the College.

<

'Equipment) Use: .

Policy:

1. The use of State-owned equipment provided to the College, '
shall be approved so as to provide maX1mum avallablllty
+of such equipment for the primary’ activities of the
. ~instructional, research activities, and -administrative
programs of the College whether such programs, in whole or
in part, are conducted on and ‘br off campus.

o

e
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Equipment, Use, cont'd.

2. Approved usage shall provide, by Pprocedure, for appropriate
record keeping, preventive meintenance, inventory control
and repair or replacement and such charges for répair or
replacement beyond normal.wear as may be deemed necessarf.

. E4 . . : .. '
3 Approvals shall be made by the respectivg‘department chair-
person, building supervisor, oOr administrative officer as
required and utilizing, where required, those forms ag may
~be developed. L. ‘ V ‘
b Such charges, as may be leviéd, shall be againgt the
. individual, the College agcount or grant as appropriatei
5. All on or off-campus use of instructional equipment by
v faculty, administrators, or staff, and students or groubps
of same shall be the responsibility of the department
) ‘ ot chairperson or administrative office, as appropriate, when
\ i such equipment is to be removed from its normal-use
location. o : E

. 6. All on or off-campus use of non-instructional equibment by
’ facglty, a@ministrators, staff and students, or groups of
' R same, shall be the Joint responsibility of the depar;ment
' chairperson or administrative officer and the Office of
Business Affairs. . .
7. All off-campus use of instructional Qr-non-insﬁructional
" ‘equipment by other than faculty, students, staff and
administrators shall be limited to_those groups or agencies -
which are directly or educationally:related to .the programs
of the College. Such usage shall be approved by the Office
« of Business Affairs in consultation with the gppropriate
campus department or office. 1If such use is to be on
campus &s & result:of facility use then the appropriate
department or office. shall give the approval.

8. No approval shall®be giveﬂnto reqﬂsFts for usage received

from commercial sources. . .
. 9. Charges for damage incurred, beyond hormal wear,-shall he
_— _billed to t user. 8 ? '
10. All equipment loaned in accordance with the .above statement

shall, each year unless the specific loan” arrangement
indicates otherwise, be returned to the department or
'office from which .loaned prior 'to the last day of the given
°years' second semester examination schedule.

- o  '129‘ | Z
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Telet! cues J Centrex Jerviez: o \\

The Gaiirp Collese’, Tnclaine o obort phonedNn the res.dence halls,
s Lnuerconnecten Ly o campus-wide Contrex system with its own separate
ex rhunye, Jh5-XRLD. ol inconiag ani ontgoine calls are dialed direct, without
¢ Mgl Ll Lepe gwlinorhoard, :

o

w

A !

A " ¢hanges i Lelephone service are wrranged through the Office of Business
Af*alirs, uubject to the approval 21 Lhe Vice Pret6idest for Business Affairs.
6 one elie may rake any arraagements with the telepigHE\ﬁgmpaﬂy, and ro
2hoev UK {eéneses excenarye) puones may be installed on cempus.” The only :
exoeptions are coin telephones, and Lenporary -installaticns provided for and

by corstraction conpnias,

n

. “aeulby are provided with cne Lnstrumeant pex office, sharing one line
betwern two or theee officew. If *hraq‘ufficeé\; are one line% or if iwo
PrLnen are 100 *O"llr, buzzers are’previded; telephones in two adjoining
afrisen 1o, hava tuzzsers, .
~

Pvery item of telepnone eguipmernt 1z back-charged to the usding budget
account. ln esch ~n2ue, Yhese charges are kept to a minimum monthly figure
consis*tent wi sCtieiens Tunelioning of
offirce 1nw(lv

. %
- . 3

\
Please stuly the detailed Telephone Instructions in the front of the current
3tacf Directory, and the following page of this handbook.

]
N «

The Rochester line, dial ™4’ YXY-xXXX, should be used whenever possible.
fxcept in extreme energenciaes, wait for the lire to be free, rather than
incurring the expense of a long-distance call. Use of this system significantly
reduces the charges to the College's budget. ' Y )

v

Service fiilures should be reported to 5631 if ‘no answér; to 5210,

‘ Requests for cnanges in *elephone service are made on Worm CX=bl. Blanks
are available in Erw'r 217-D, or:by dialing 5631. Requests must be signed by
the Department Chairpersen, and sent to the Centrex Office. The request will be
vriced and returned for final approval. After it has beén countersigned and
retdrned, it must be approved by the Vice President for Business Affalrs.

Plegse dial 210 for infcrmation. Dial 'O’ only in an emergencx
A*record should-be kept of each long-distance call, in order to check the
monthly bill whtn i is sen%t to the Department Heal for approval.

» . .

v
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1

Telphopies - Long Distance @a"ls:'
- ‘ Ay

[

i . \: . { ’
The CTollege receives a\xcparatu monthly bill for each Centrex line to
which/a long-distance call Has been charged. These bills are sent to the

Departmen§ Chairperson or administrative officers, with CX-24 approval forms

.attached, which are to be refurned to the Centrex Office. At the same time,

the bills are.éhgrged to the corresponding budget mccounts. Therefore, it is
essential that long-distance ¢alls be charged to the correct number. When the

operator cuts in and asks for Yyour number, give the approved number for your
area. ' o

All long-~distance calls are either state-purpose (i.e. chargeable to a
State University budget account) or personal (i.e. reimbursable to the State).
Since long—-distance calls are billed tax~free to the College by the phone '
company, 'personal" calls made in behalf of a tax-exempt entity such as a
Federal grant, Research Foundation project, etc. may be charged to Centrex
phones, in order to avoid the tax which would be imposed if they were charged to
a residence phone. Such calls must be reimbursed immediately upon receipt of
the bill. NOC OTHER CALLS MAY BE CHARGED TO COLLEGE PHONES. .

1

Procedure:

Be sure to study the instructions in the front of the Staff Directory
before making any long-distance calls from a College phone.

Afl calls for a given Department should be charged to the Chairperson's
phone numﬁer, regardless of which line is actually used to make the call.
Simply give~the operator that number -when she asks; do not mention the number
from which the -call is 'being made.  If the Department Chairperson or -Administrative
Office has more than one line, all calls should be charged to the first line of

- . )
\ . ' - ,

NEVER charge a long-distance call to the College's main number. Such
callg are traced by the phone company and recharged to the number from which the
call was originally made. Collect calls to the College must be made to the
correct extension; the switchboard does not accept collect calls.

By special arrangements with the Centrex Office, tax-free calls which aéé
going to be reimbursed on a regular basis, and which require a»séparate bill in
order to obtain reilbursement from the spondoring agency, may be charged to a
designated number. Tn most cases, reimbursable tax-free calls are charged to
the Chairperson's number, and become a partial payment of the total bill.

]
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'Teiephones - Long Distance Calls, cont'd.

With rare exceptions, person-to-person calls should be avoided.
Please note the comparative rate schedules in "Cal2l Guide 3" in the
front of the local telephone directory. If you mistakenly dial
9~0 instead of- 9~-1, you will automatically incur the operator-

assisted rate, even though you intended to make a station- torstatlon
call. Hang up and dial agsain.

The CX-2h slips which are attached to the lqng-ﬁistanee bills
should be returned within five business days, as directed at the

‘bottom of the form. DAK "deny’all knowledge" credits which are

requested after the deadline has expired cannot be allowed, and the
calls w1ll remain charged against the Department's budget account

It is the respon51b111ty of each Department to maintain
accurate records of all long-distance calls made, so that it can
identifyﬁerrorgnand sfibstantiate the claim for credit which the
Centrex, Office will file with the telephone com ény. Failure to

irecpgnlze or remember a long-distance call wher the bill is present -

ed is NOT sufficient' Justification for clalming a DAK credit.

<
[d

Guest Room Reservations:

The College maintains guest rooms in the College Union and
Steuben Hall, which are managed by the Associate Dean for College
Actlvitles offlced in the College Union. :

T These rooms may be reserved, in advance, for official Colleg///
guests, candidates for positions, temporary consultants and
employees_of the State other than College employees.
. e
Regular College employees and students and personal guests of
employees agd students may not use these facilities. ‘
v PEY
Reservatlons may only be for a single cccasion not to exceed
Seven days, but may be, extended by a separate subsequent reservatlon.
New York State Lgdging réquests will be accepted for non-College,
State employees and candidates. . . . .
PEyment shall bﬂ‘in advance when lodging reguests are not used.
£
Procedure: ‘ i

1. Reservations requests must be madé to the College Union
" Office (5831).

2. The College Union Office will confirm “the reservation by
Campus Mail when possible, otherwise theconfirmation will
be by telephone. *

7
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Guest Room Reservations, cont'd.

3. Cancellations ahould be phoned to*the'College Union as soon as such
fact is knowm. - : e

A o .
L. Key$ may be picked up one day in advance of the guest's arrival.

Notes:

1. The charge per night is $6.00 per person. - . . ( ot

. -
s A

2. Ma1d service is provided; except on Saturdays, Sundays and holidays. «

3. Linen is changed daily Monday through Friday

[} [+ ! .
» L. Rooms are made up only betyeen 9:00 a.m, and 11:00 a.m.

5. CheCk—out time is 1:00 p.m. on the last day.

- If leaving before Monday at 8:30 a.m. and after -4:00 p.m. on Friday

¢ ‘any lodglng requests must be submitted to “the College Union' Offlce
‘before 4:00 P.m. on Friday.

T, Speeific information for each guest will be found in each room and is
to be left in the room upon departure. .

Statement on Campus Governance by Chancellor Ernest Boyer:

o

-

In “the light of recent challenges to the baslc structural elements of
the University, I join with the Faculty Senate in reaffirming the valldlty of
governance as the appropriate and organic process for the involvement of

‘constituent groups in campus decision meking. By this statement, University

faculty, staff and administration are reminded of the charge contalned in the
1972 Master Plan that o

-
- a A |

The governance arrangements within the
University will be increasingly clarified
and, improved methods of consultation will

+ 0

- be developed to reflect thé need for S )
. effective governance based upon w1despread
@ . participation . . . - s

Since these challenges go t0ntheﬁvery heart Qf the Univeraity, it is

appropriate to underseore the traditional legal tramework which eatabllshes and
.protects University goyernance.
, Th®& Education Law established the Board of Trustees and charges it with
the résponsibility for and conduct of the University. The Trustees, in turn,
have' promulgated Policies that represent a constitution which provides basic
principles of policy and organization. .

a
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Statement an Campus Governance by Chancéllor -Ernest Boyer, cont’d.-

-

These Policies vest authority in”the Chancellor of the University
and in Campus, Presidents and legally establish governance as the
appropriate vehicle for-the involvement of all’' constituents: fac-
ulty, Staff, administration and students. . 'In this regard, the
Policies" accord officjial recognition to the close interrelation
between the exercise oft the legal authority of the President and,
his obligation to accept ®onstituent participation through
governance. C ’

&
k4

“% o .Y .

Article X of the Policies, among other provisions, empowers
and directs the faculty to develop bylaws-for ‘the conduct of its
affairs. Substantive actions taken in the course of that ‘conduct are
advisory upon the P esident®and are a recognition of his legal:
authority. ~Furthermore, those provisigns of bylaws concerning o
consultation -- how, when-and where the President consults with his
faculty -- are subject to his approval. It is. understood, of course,
that bylaws often contain procedures. for consultation among faculty
in addition to provisions for presidential consulfhtion with faculty.
The latter only is (spoken to)in -Article X.

When ‘the ?resident accepﬁé‘pﬁgadsions of local bylaws, concern-
ing consultation, the Trustees, through Article X, and the Chancellor

-respect this endorsement and these provisions become, thereby, part

of local policy and must provide a reliable framework for campus -
governance. In this reggrd, a President is, expected to adhere to
policies which he has accepted for his administration.

Since governance must remain responsive'to changing conditidns
oh each campus, the validity of bylaws rests firmly upon the ‘

,

continuing confidence in which they are held. Bylaws, once approved;‘

should not be used to require adherwence to outmoded or bad preactice’
by either the faculty or the President. fhe campus community must
remain ready to recognize legitimate objJections t3 practices or
procedures which no longer adequately meet thé needs for which they *
were designed. In order for governance to operate effectively,
provisions must exist in each set of bylaws tjo permit the President
and any constituent included in the governanJe vehicle to initiate
review and mogification when bylaws fail to ¢ommand the confidence-
of those who are expected to observe them. >
" Bylaws are the manifestationvof the University's commitment to.
governance. They have their legal basig - in authorization by the
Board of Trustees and their effectiveness résults, in the most - . -
practical sense,.from the confidence thigl emJoy in the 'campus &,

community. If governance is to survive, it must draw strehgth ff&@

.its success in meeting the needs for which'it was designed. It must

not rely upon external forces. Its validity is adequately supported
in the legal recognition of governance by the Trustees Policies
bs essential to the proper conduct of a University. , o
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r
r - A1l well-operated institutions of higher leamningy in these days provide
‘ for\pheir various constituent 'elements to participate in the development of’
policy. Both instructional and administrative faculty must have an important
part to play in establishing curricula of quality, as well as in extending
knowledge through research and other creative endeavors. In the community of
scholars which comprises higher education, the administration is another
“¢onstituent ‘element. It is of the utmost importance for faculty, students,
* and administration to understandghe responsibilities each has to the.other
and the absolute necessity of ugfting to fulfill the purposes for which the
institution was created. '

) This does, not mean that confliet will not occur, but it will be decreased
"if the purposes of the institution and the importance of self-governance in
the college community are kept steadfastly in mind.
The kind of,organizaticnal pattern that'a community selects can either
help or hinder the institution in meegting its responsibilities. The sole
puppose of a Constitution and By-Laws is to assist in affecting sound
operation. . In American hlgher ‘education today, the type of governance frame-
- work depends on the college's mission, the resources it has available, the
:h s . gize of its faculty and student body, and the breadth of its ‘program. -
' Here at Geneseo we have developed an organizational plan which allows
3 us to care for our instructional and research duties and, at the same time,
. insures that each individual has the opportunity to'para%oipatE’Tuliy in the s
' furthering of our academic purposes. In 1270-71,'3 Faculty Committee
consisting of Dr. Virginia Kemp, Dr. Donald Watt, Dr. John Deutsch, and
Mr. Richard Hale did a very thorough and: creditable Job of revising the
orlglnal tonstitution and By-Laws. This revised document was approved by the
. Faculty in October 1971 and was finally implemented durlng the academic year o
+1972-T73. : . :

. - In my Judgment -this revised document will provide the entire college
)‘”'communlty with the opportunity to study’, discuss, and participate in the
' development pollcy, Such partié¢ipation is vital for any institution seeking
to meet its commitments in higher education. Our ccmmitmept to colleague
‘governance has rémained strong and functional since the c ation of our -

initial Constltution in 1965. T
rs e ¢ . i
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B College of Arts and Science at'Geneseo, New York, shall be the Faculty, the

T

THE CONSTITUTION OF .,

*THE FACULTY OF .

(  THE STATE UNIVERSITY COLLEGE OF ARTS AND SCIENCE

GENESEO, NEW YORK

s ARTICLE I: -NAMES OF THE GOVERNIFG BODIES OF THE FACULTY ‘ ~
The names'of fﬁe governlng bodies of the faculty. of the State University
Standlng vommlttees of the Faculty, and Faculty Senate. 2
| ARTICLE IT: PURPOSES AND POWERS OF, THE GOVERNING BODIES

Séction Ll: The Faculty The faculty shall be the assembly of the teaching .
and adm1n1strat1ve faculty.* It shall be empowered to ratify constitutlon 1
amendments, to decide matters bpought to it by referendum, and to decide. -
matters referred to the faculty-at-large by the President of the College or

by the Faculty Senate. ‘ . ' '

. . . . 1
N . -

Sectionqg: Standlng Commi ttees of the Faculty. 'The | Standing.Committees of
Constitution, emd thedmembershlp and powers,of each shall be as described -«
therein~ The Standlng Committees of ‘the Faculty shall be responsible to the

Faculty through the Executive Committee of the Faculty Senate and through
"‘the Faculty Senate o~ # *

the Faculty shall consist of the committee enumerated in ARTICLE IIT of thls \\\\g

Sectlon 3: The Faculty Senate. The Faculty Senate shall be .the representative .

governlng body-of the Faculty. It shall be empowered,to recommend poliey

.relatlng te matters “dealing with faculty affgirs, student affairs, undergraduate

academic affairs, graduate apademlc affairs, and .any cther matter of general
faculty concern not.coming within the purview of one of the Standing Committees
of the Faculty; to discuss and express its views. on any matter deemed to be

'of general Collége or Un1vers1ty‘1nterest to make recommendatlons on any such -

©* matbters to the President of the College, the College Council, the University
‘ Chancellor, the: Un1vers1ty ‘Board of Trustees, "the Unlverslty Senate, or any other

. ’ . . v »

[}

y

“

*For the purposes of this Constitution “the phrase "teachlng faculty" refers‘to .
faculty whose primary responsibility lies-within anlacademlc department or’
divisijon of the College. Excluded from the teaching faculty are those +chairmen

. and Deans who have 12 month app01ntments and occupy administrative budget lines.

The phrase admlnlstratlve faculty"ﬂ}efers to faculty, including Student Affairs,
whose prlmary responsibilities do not lle w1thin an academic department or
division of the College . . s,

.
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appropriate individual or Body;,and to organize itself with o

ficers elected
° . _every year chosen from teaching Faculty members with ten mont

contracts,

.

ARTICLE ITL: y?ﬁﬁgING COMMITTEES OF THE FACULTY

*

Section 1: %ziz/}ttee on Nominations and Electlons

~a. Membership: The membership of the Committee shall consist of
five members of the teaching Faculty elected by the Faculty.
Election of membership shall take place each'&ear on or before
1. . October 1 from a slate composed of nomindtions by the existing
: Nominations and Elections Committee and from the floor. The .
five candidates receiving the highest number of votes cast shall
< ‘', ' - be elected for a.’ one-year term. The Committee shall elect its
: own Chairman. Re—election of any member shall be possible.
R e b. PFunctions: The Committee shall prepare and submmt a slate of
two or more candidates for each elective office, elective Faculty
or Faculty Sendte Committee position or other elective pos1t10n,
1nclud1ng every .three ydars the office of State University
- Senator, at a time-and pﬁacf designated by the Chairman of the
% . Faculty Senatg with the adv te and consent bf the Executive Committee.
The - Committee shall submit’an annual report. of its activities and
recommendations to the "Executive Committee of the Faculty Senate.

Section 2:

0

Committée on Facuity Research - .o

u .

a. Membership The membérship of the Committee shall consist of
six members of the teaching Faculty appointed by the Faculty
Chairman with the’ advice, of the Executive Committee and the

consent of the Faculty Senate.

No two of the members shall be

from the same department.
year for two year terms.

Three members shall be appointed:each
The ~Committee shall "elect its own

. Cheirman from among the members of the teaching Faculty. Re-
; appointment of any member shall be pos51ble. ' :

b. ‘Functions: The functions of the Commlttee shall be to
encourage facilty research and disseminate research 1nformat10n;
%o request =angd receive faculty applications for College funding

"~ of, research projects, to procure budget support for research =
act1V1t1es that would permit Treleased time for faculty; to obtain-
research ass1stants, secretarial help, supplies, and equipment;

N and to be advisory to the Vice President for Academic Affairs im

@ the selection of teaching Faculty who shall receive released

time and/or funding from College sources. The Committee shall

submit to the Executive Committee of the Faculty ‘Senate an '

#
annual report of its activities and recommendations. :
a / é(
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c. Procedures: All faculty prbposals for Cédllege funding of
research projects will be forwarded through the Department
Chairman to the Comnmittee. The Committee, after appropriate
consultation.with the Chairman, outgide consultants or such
other persons as it deems appropriate, shall recommend action:
with respect to such proposals to the President of the College.
All proceedings shall be confidential, and only approved proposals
» will be publicly a‘gounch.u The Faculty Research Committee
| ghall, in its sole discretion, allocate funds available to it for --
distribution for research purposes. -All procedural guidélines, _
propbsal submission dates, award announcement dates, and other
l general ipformation shall be published annually. o .

’

Section 3: Committee on Admissions

6. Membership: The membership of this Committee shall consist

of six members of, the teaching Faculty, no two of whom shall be
from the same department, the Director 'of Admissions or his deputy,
and three students. The members of ,itle teaching Faculty of tﬁis
'‘Committee shall be appointed by the ‘Chairman of the Faculty Senate,
with the advice.of the Executive Committee and the ‘consent of the
Faculty Senate. Two memﬁefg\of the teaching Faculty shall be
appointed each year for a term of office of three years. Three
students shall be appointed by the Uhdergraduate Student Government
for a spe01f1ed term of office. ‘'The Committee shall elect its own
Chalrman from among the meqpers of the teaching Faculty0 Re-
app01ntment of any member shall be possible.

b. Functions: The functions of the Committee shall be to meet at
the beginning of each academic year to discuss the admissions
' " policies of.the College and to submit to the Executive Committee
(\ . of the Faculty Senate such policy recommendations as it deems
appropriate on the basis of experience and anticipated enrollment
trends; to participate in meetings with the sﬁaff of the Office of
i Adm1ss1ons on & continulng basis throughout the year, and to decide
upon "committee cases," i.e., individual admissions ‘cases where,
in view of the Director of Admissions, the appliecant's credentials
for admission are marginal. ' The Committee shall submit to the
0 Executive Committee of the Faculty Senate an annual report of its
activities and recommendations.

-

K Sectién 4: Committee on Academic Standards

° a. Membership: The membersh?% of ¥he Committee shall consist of .
eight or more members of the teachilng Faculty, no two of whom shall
v L be from the ssme department. The members shall be appointed in
September by the Chairman of the Faculty Senate with the advice of
the Executive Committee and the consent of the Faculty Senate; and
one representative of the Undergraduate Academic Affairs Committee
to serve as a member of the Committee. The Dean of Instruction, a
repreésentative of the Vice President for Student Affairs; and a




representative of the Director of Admisions shall serve_ as non—votlng
advisors. -Each member's term shall be frpm October 1 through ' . o
September 30 The Chairman of *the Committee shall be elected by the
Committee from the membership.” In &rder to ensure continuity, the
Chairman for. each succeeding year shall be elcted by the incumbent
Committee from among its academic members, and who shall be
automaticdlly re-appointed. Re-appointment of any member shall be
possible. - '

- b. Funetions: The functions of the Committee shall be to-act in an
. advisory capacity to the Vice Iresident for Academic Affairs in all
' .matters dealing with academic standards., With respect to cases
: involving possible dismissal of students for academic reasons as may
. be submitted to the~Committee from time to time, detailed records of
decisicns, voting and reasons fér dismissal-shall not be kept. With-
respect to such cases, the Committee- shall reach one of three
‘decjsions ‘which shall be forwarded to the Vice President for Academic
. Affairs: (1) student dismissal; (2) .student reinstatement provided
he meets certain conditlons, or (3) inability to reach a recommendation.
The Committee should be advised if any of its decisions are overruled.

“ 4

Section 5: Committee on Professional Standards and Ethics

a. Membership: The membership of the Committee shall consist of twenty
members of the teaching Faculty appointed by the Chairman of the Faculty
Senate with the advice of the Executive Committee and the consent of the
Faculty Senate. The term of office shall be one year. The members -
appointed to the Committee shall be selected on the basis of academic
experience and shall be representative of all profess1onal ranks.

b. Functlons When cases involving alleged misconduct or incompetence
. "in the per ance of the teaching responsibilities of a member of the
teaching Faculdy arise; a panel of five members of the Committee shall
be selected. The Chairman of the Faculty Senate shall appoint three of
the ‘members and {shall designate one of the three to serve as Chairman.
The remaining two members of the panel -shall be selected by lot from
among the remaining members of the Committee'. Allegations may be brought
) against a faculty member on account of alleged "'miscondut or incompetence
in the performance of his teaching responsibilities by a student, a
mej?er of the teaching Faculty, or an administrator, and shall be ‘heard

by £he panel, provided the procedures as herelnafter provided are adhered
to

~ ' . »
\ i

c. Procedures: The procedures of this Commlttee shall be approved by the
Faculty Senate, and shall b&, published annually. ' _ _ -

Wt e R

6: Commlttee on Faculty Personnél ' l

mbership:

1. Flvé\members, elected at large ’ ' . w
e 2. Each ﬁéanr must have continuing appointment and ‘hold the rank of
Profes on the teaching Faculty. - . .

. _ 3. No Committee member may be a Department Chalrman
. * 4. The Committee Chairman shall be elected by the Commlttee mgmbers

"
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Seleéticn'gﬁﬂC%mmittee Members:
The Commfﬁteé on Nominagions and Elections shall receixe two at-
large nominations frcm each department, from the Sghool of Library
ind Tnformatior. Science, from the Division of Eludational Studies,
nd from the Holcomb “ampus School. At least one of these nomina-
tions ‘must be a qualified candidate from outside the department,
division, or school. These nominations shall represent each
epartment's estimaete of the two faculty members on this campus
nmeeting the conditions set forth in "a'" who are best gqualified

o make recommendations on matters of promotion, continuing
ppointment, and renewal of term appointment.

nly the names of the six faculty members receiving the mogt
nominations will be placed-on‘a ballot; no more than one nominee
shdll be from a single department. The required number of new
members receiving the most votes in an election at-large shall
serve on “he Faculty Personnel Committee. Quorum requirements
specified in the Constitution shall be in effect. If any elected
member declines Committee service, he shall be replaced by the
nominee standing next in the balloting. AN
The three Committee members receiving the most votes in the first
election shall serve a two-year term. The remaining members shall i

serve va one-year term. All terms thereafter shall be for two years./ -

Committec members who resign during their term of office‘sﬁall be
replaced by nominees who in the previouys election stood next highest
in.the balloting. Terms of appointment shall begin on Septemﬁ;r 1
and end on August 31. ) . .

The first Committee shall begin its term in the Fall of 1973.
Subsequent Committees shall be selected in the Fa;lLSEmester of each’

: Tcademic Year. - v

functions and Responsibilities:

»

The Committee shall act on:

a. All cases when a Department Chairman and/or Committee have
recommended a member of the teaching Faculty for" promotion and/or
continuing appointment. oo . ‘ ‘ :

b. Any case in which an indiwidual Faculty member (in his own caseY,
s Department Chairman, or a -Department Committee asks in writing for
the Committee's review and recommen&ation regarding ﬁrombtion,
continuing -appointment, or renewal or term appointment.

In all cases under review, the Committee will require access to
materials submitted in support of a recommendation far promotion,
continuing appointment, or renewal of term appointment. The
meterials shall include a personal data sheet prepared by the
candidate in support of his/her case. The Committee shall consider

_only material which’has been made available to the Vice President

for Academic Afifairs, and which has been released in writing to the
Committee by the candidate. Material in support of promotion,
continuing appointment, and renewal of appointment should be
submitted to the Committee within two two weeks after recommendations
from thd established channels are received in the Office of the

Vice President for Academic Affairs.

™
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Faculty Senate. ‘ s 'xé

.
(23

3. The Vice President for Academic Affairs and the Committee should
meet prior to recommendations being forwarded to‘the President.
4. After receiving a candidate's data and consulting with the Vice
President for Academic Affairs, the Committee shall submit its
written recommendations simultaneously to the President, the Vice
President for Academic Affairs, the Department Chairmart and the
Department Committee, and to the candidate under review. (
5. A quorum of the Committee shall consist of four members. In the o
event of a tie vote, five votes will be required.

’

THE FACULTY SENATE
7
ARTICLE IV: MEMBERSHIP

Section 1l: The Faculty Senate shall be composed of 85 to 100 members as
descrlbed below. When the membership drops below 85 or rises above 100,
the Executive Committee or an ad hoc committee appointed by the Executive
Committee shall recommend a revision of the formula for determining
membership in Section T, Part b. This revision must be approved by the®

Section 2: The duly elected representatlve of the Faculty to'the Stame I
University Senate shall be a - Senator by reason of his office.'”' S

¥
Section 3: The officers of the Faculty Senate shall be members of the
Faculty Senate by reason of office.

Se\tlon h The President of the College, the Vice President for Academlc di
\Affairs, “the Vice President for Studet Affalrs, and the Dean for Graduate‘

Section 5: The administrative Faculty shall be rEpresented in the Faculty - oE
Senate by eight Senators who shall be electe »7 Secret ballot of the .

administrative Faculty for two=year terms. One— alf ofyﬁhe admlnlst?atlve v £
Faculty Senators shall be elected'each year.~ : ;@g, g g

" Bection 6 Seventeen representatives of ihe student‘body shall be members

of the Faculty Senate and shall enjoy‘full! parliamentary rights within

the Faculty Senate. Three of the student nepresentatives shall be graduate
students and shall be selected by the Gradudde Studént Government.

Fourteen shall be undergraduate ‘students and shall be selected in a manner
established by the Central Councll (or whatever alternate student government
apparatus is establlshed)

Section T: The teaching Faculty of the College shall be represented on the"‘
following ba51s

K

~.There shall be sixteen Senators elected at large by secret ol ;
ballot eight of whom shall be elected from members of the T R
teachlng\Faculty who shall have completed more than six years Py N
profe551onal employment at the College and efght of whom shall

-
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be ‘elected from the members of the teaching Faculty who shall
have completed from one to six years.of professional employment
at the College. One-half of Faculgy ‘Senators in each category
shall be elected every year. In each annual election, which
shall take place prior to the end of the Spring Term, the four
candidates for each category receiving the highest number of -~
votes cast by the Faculty shall serve two-year terms. Each
Faculty Senator shall be eligible for re-election. '

b. Each College Department (ineluding the Campus School amd the
School of Library and Information Science as departments) shall
be represented in the Faculty Senate according to the following
formula: Departments with one to ten voting members shall be
entitled to one Faculty Senator, Departments with eleven to
twenty voting members shall be entitled to two Faculty Senators,
Pepartments with twenty-one or more voting members shall be
-entitled to three Faculty Senators. Each Departmental Faculty
Senator "shall. have a two—year termnand shall be elected by his
department prior to the énd of the Spring Term.
3 w’" ’ﬂ
Sectlon g Each Faculty Senator (1ncluding student representatives)
shall normally have oné, but not more than cne, Faculty Senate Standing
Committee assignment. Any Faculty Senator who also is a member of a
Standing Committee of theaFaculty may request not to serve as & member
of a Standlng Commlttee of the Faculty Senate .’

g0 * ARTICLE V: OFFICERS

14

-( “’;:'va

Sectld@ 1: The offlcersjof the Faculty shall be the Chalrman, the Vice -

Chalrman, the Secretary and the Treasurer.: They shall also serve in
these capacitles for the' Faculty Senate. i *kl, L. 4

Section 2 The S@cretary and Treasurer shall begelected as speclfled
in Sect1 n hﬁto serve one~year terms. These terms shall expire on
May '31. “hny vacamcy in elther of. theseméffices shall be filled by
‘Bppoiptments by- the Chéfrman W1uh the consent of ‘the Executlve Committee.
Re—e%?ft%on is permlssible.ﬂ -

T 02 A % ’
The term of offlce of the Chalrman shailﬁgxplre on May 31, unless the
unCUmbent shall have become Chalﬁman. fter-the start of the Spring
Semester of that yearg Tn wh1ch case it w1ll*expire on the May 31
follow1ng Any” vacancy in thehofflce @f Chairman, whether at the
expimathn 0t the term of offlce or at&any omher t1me shall be filled
1mmed1ate1y by the incumbent Yice Chairman. L

} » -4
Any vacancy 1n“the ofifd of Vl%g Chalﬁman shall‘be fllled b& electlon

%

. ’ . “i
X, 14 v “wandh
i

- ",
Sectlonwﬁ_ " The Unlverskty Senatbr,@elected i% 1n*Sect10n 4, shall be
considered an of?lcer of thg Faculty and representatlve officer to the
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Faculty Se ate. The Alternate Udiversisy Senator -shall be the person,
receiving Lhe sécond highest number of votes. The term of office. for
the Unlvers1ty Senator and the Alternate shall bé three years and shall
expire on ‘May 31, with re-election poss1ble. The Alternate University -

Senator shall act in the absence of the Unlver31ty Senator only on ¢

: matters described in ARTICLE VI, Section 5 of this Constitution. Any .

vacancy in the office of University Seénator shall be filled 1mmed1ately
by the Alternate. Any vacaney in the office of Alternate shall be
fllled by election as %n Bection L. , o

). * oo ‘
Section h Electlon to the offices aswspeclfled in Sections 1, 2, and
3 shall be by secret ballot by" the highest number of votes cast‘%y %hey'
Faculty from a slate prepared by the Committee on Nominations and :

i

Elections. Elections shall be held not Yater. than May 1 for yacanclesxf

occurring through expiration of term of office. Electiors to fill:
vacancies occurring at other times shall be held within the first two

weeks that the College is~in session follow1ng the occurrence of the
‘vacancy. . o

ARTICLE VI: DUTIES OF OFFICERS . o
Section 1:° The Chairman. The Chairman of the Faculty Senate shall
preside at all meetings of the Faculty Senate, all meetlngs of the
Executive Committee, and all general Faculty meetings not called by
the President of the College. He shall prepare and circulate agenda
for meetings. He shall circulate agenda of Faculty Senate meetings to:
the Faculty prior to all meetings of the Faculty Senate. He shall
represent the Faculty at appropriate College functions. The Chairman'
of Standing Committees shall be appointed by the Faculty Cheirmen with
the advice of the officers and the consent of the: Senate, and shall be
members of the Teaching Faculty. He shall appoint, with the advice of
the Executive Committee and the consent of the Senate, members of the
teaching Faculty to the Academic Standards Committee, the Admissions
Committee, the Research Committee, the Profegsional Standards and Ethics
Committee, and the Academic Services Committee. He shall be responsible
for the publication of the procedures of the Standing Committees of the
Faculty and of the Faculty Senate.
Section - 2: The Vice Chairmen. The Vice Chairman shell, in the absence
of the Chairman, preside at meetings of the Faculty Senate, the
Exe¢utive Committee, and the Faculty, and represent the Faculty at
appropriate College functions. He shall assume responsibility for the
establishment and meintenance of a full and permanent record of all
policies established by the Faculty Senate. He shall assume responsi-
bility for all duties delegated to him by the Chairman.

Section 3: The Secretary The Secretary shall take the minutes of the
Execu@zve Committee of the Faculty Senate, of the Faculty Senate, and of .
those general Faculty meetings at which the Chairman presides. The
Secretary must publish the full fainutes and d1str1bute them to the

entire Faculty promptly.

“(




@
4l

8L

Cecticn 4: 'The Treasurer. The Preasurer shall be accountable for the
receipt and distribution of all fhe funds of the Faculty and shall submit
an annual written report to the embership of the Paculty Senate showing
all receipts and expenditures oflthe academic year, June 1 to May 31

The. current Treasurer’ shall present to the Faculty a symmary of receipts
and expenditures in writing prior to the submission of the following yRar's
budget, and such report shall date from last accounting of funds to the
Faculty. A voucher system shall be used with the Chairman or Vice Chairman
signing voucher:z for expenditures bver $100. Expenditures of over $100
shall also require a majority vote of the Senators present at a Faculty
Senate meeting. '

Secticn 5: The University Senator. The University Senator or his Alternate
shall represent the Faculty at all meetings of the University Senate and
shall serve as the spokesman for the views of the local Faculty in all
University Senatc meetings. The University Senator or his Alternate shall
keep the Facu]ty informed as to all business of the University Senate and
shall report regularly on proposed items or resolutlons before the
Univerhlty Senate.

Sectiodn 6 The Officers of the Faculty Senate shall not serve as Chairmen
or ., nembers of the Standing Committees of the Faculty Senate.
ARTICLE VII: MEMBERSHIP OF THE EXECUTIVE COMMITTEE

The membership.of the Executive Committee of the Faculty Senate shall be
comprised of the following:

-

Section 1: The Chairman, the Vice Chairman, the Secretary, and the

Treasurer.

Sections2: The Chairmen of the Standing Committees of the‘Senate.

Section 3: Two members of the edministrative Faculty appointed to the

Executive Committee oy the President of the College from the roster of
Administrative Faculty Senators.

Section 4: The University Senator.

ARTICLE VIII: DUTIES OF THE EXECUTIVE COMMITTEE

Section 1: The Executive Committee shall receive all reports of all
Faculty Senate Committees and must include such reports on the agenda
of business to come before the Faculty Senate.

Section 2: The Executive Committee shall apportion the business cf the
Faculty Senate to the app?bprlate Standing Committees of the Faculty
Senate.




. & .
Section 3: The Executive Committee shall appoint ad hoc committees from *
the total Faculty as the need may arise for con31deration of matters nov
appropriate to the Standing Committees of the Faculty Senate.

Section 4: The Executive Committee, on the recommendation of the Treasurer,
shall submit to the Faculty Senate a budget estimate for general faculty
: functions and shall recommend voluntary remittances for the enusing year,
Jufie 1 to May 31.

-

Section 5: The Executive Committee, when a special meeting is consistent a
with the purposes of the Faculty Senate, shall ¢all special meetings of the
Faculty Senate pursuant to a majority vote of the Executive Commlttee, or

a petition of 10% of the Faculty Senate or 10% of the total Faculty.

2

Section 6: The Executive Committee, through its members who are Chairmen
of the Standing Committees of the Faculty Senate, shall receive reports of
Faculty Senate Committee activities and conduct a continuing review of
Committee work. ‘ "

Section T: The Executive CStmittee, through the Chairman of the Faculty
Sehate, shall receive reports of the activities of the Standing Committees
. of the Faculty and shall conduct a- contlnulng review of the work of the -

Faculty Commlttees. ’
Bection §; The Executive Committee shall advise the Faculty Chairman on
Nominees to fill vacancies in the roster of at large teaching Faculty
Senators, elected members of the Standing Committees of the Faculty, Secretary,
rand Treasurer, and appointed members of the Standing Committees of the Faculty.
Nominations to fill such vacancies shall be submitted to the Faculty Senate
for its approval.  The appointees shall serve the remainder of the specific

- term of office. '

Section 9: The Executive Committee, by a majority vote of its/members, shall
, have the authority to hold a referendum on any matter of conc rn to the
Faculty Senate or general Faculty. The referendum shall be ah expression of
Faculty opinion and shall not bind the Faculty Senate or the culty to the

expressed oplnionm

Section 10: The Executlve Committee shall be consulted by the President of
the College or. other appropriate administrative officer on all administrative
appointments above the level of Assistant Dean. This consultation shall occur
prior %o the appointment of arm~dindividual to fill the position.

Ed

ARTICLE IX: STANDING COMMITTEES OF THE SENATE
Section 1: Committee on Undergraduate Academic Affairs
a. Membership: The membership of the Committee shall include at
least sixteen Faculty Senators; of this total at least three
administrative Faculty Senators shall be appointed by the
President of the College and at least thirteen teaching Faculty

- 10 -
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Senators shall be appcinted by the Faculty Chairman, in consulta-
tion with the officers of the Faculty. ©Six of the undergradhate
student Senators shall be appointed by the Chairmen of the
pentral Council to serve as voting members of the Committee. The
Chairman shall be named by the Faculty Chairman from among.the
teaching Faculty members of the Committee. . The term of offite for
.the Chairman and Committee members shall be one year. Re-appointment
of the Chairman and’ members of the Committee shall be possible.
b. Functions:* The functions of the Committee shall be to transmit
40 the .Executive Committee of the Faculty Senate its recommendations

¢ relating to undergraduate curricula, academic policies and standards.
The Chairman shall meet iwith the Chairman of the Graduate Academic
Affairs Committee to consider every recommendation affecting both B
the graduate and undergraduate curricula, policies and standards of the
College. | At the request of either Chairman, a joint meeting of the
two Comm ktees shall be convened and chaired by the Chairman of the
Committe¢ requesting the Joint meeting. Recommendations approved at
the Joint meeting of the two Committees shall be referred to the
Executive Committee. :

o

Section 2: Committee on Graduate Academic Affairs - . 'ﬁ

'

8. Membership: The membership of the Committee sha%}.include at least
thirteen Faculty Senators; of this total, at least two administrative ~

. Faculty Senators shall be appointed by the President of the collége Y

gnd at least eleven®teaching Faculty. -Senators shall be appointed by
the Faculty Chairman, irt consultation with the officers of the Faculty.
Two graduate student Senators shall be appointed by the Graduate Student
Government to, serve as voting members. of the Committee. The Chgirmang
shall be named by the Faculty Chairman from among the teaching Faculqgv
members of the Committee. The Chairman and all teaching Faqﬁlty -
members of the Committee shall possess earned doctor's degrgés ahd/or
shall normally teach graduate courses. The term of office for the
Chairman and Committee members shall be one year. Re-appointment of the
Chairman and members of the Committee shall be possibie. s

b. Functions: The functions of the Committeé shall be to transmit to
the Executive Committee of the Faculty Senate its recomfiendations
relating to graduéfe curricula, academic policies- and é@éndards., The
Chairman shall meet with the Chairman of' the Undergradiiate Academic’
Affairs Committee to consider every recommendation aff%cting both the
undergraduate and graduate curricula, policies and stdh@érds of the
Coliege. At the request of either Chairman, a Jjoint med%%ng of the two
Committees shall be convened and chaired by the Chairman f the
Committee requesting the joint meeting. Recommendations @pproved‘at
the Joint meeting of the two Committees shall be referredto the
» Executive Committee. ' _ ’

118 S
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Section 3: ;Committee on Student Affairs

a. Membership: The membership of the Committee shall include at least
thirteen Faculty Senators; of this total, at least two administrative
Faculty Senktors shall be appointed by the President of the College and
at least eleven teaching Faculty Senators shall be appointed by .the
Faculty Chairman, in consultation with the Jfficers of the Faculty. The

' Chairman shall be named by the Faculty Chairman from among the teaching
Faculty members of the Committee. The term of office for the Chairman
and Committee members shall be one year. Re-appointment of the Chairman
and members of the Committee shall be possible.

‘b: Functions: To consult with students on problems relating to faculty-
student relationships, viewed broadly as problems of concern to the
Campus Community, to work with other student committees on matters which
affect faculty and students and which overlap the boundaries between the
‘gpecific responsibilities of the Student Affairs and other Commlttees, and
to recommend to the Executive Committee of Senate such policies as it may
consider advisable. The Chairman shall, meet with the Chairman of the
Faculty Affairs Committee to consider recommendations affecting both

* Faculty Affairs and Student Affairs. To assist in the resolution of any

~ type of student complaint and, in particular, to serve as a source of ~
.1nformat10n, consultatlon, and mediation for students such that, in many
cases,. formal grievance procedures need not be initiated. At thé request
of either Chairman, a Joint meeting of the two Committees shall be
convened and chaired by the Chairman of the Committee requesting the 301nt

eting. Recommendations approved at the Joint meeting of the two

dgmmittees shall be “referred to the Executive Commlttee.

Sectlon h Committee on Faculty Affalrs

a. Membershlp The membership of the Committee shall include at least
thirteen Faculty Senators; of this total, at least two admlnistratlve
Faculty Senators shall be ‘appointed by the President of the College and

" at least eleven teachlng Faculty Senators shall be appointed by the
Faculty Chairman in consultatlon with the officers of the Faculty. Two
of the undergraduate student Senatprs shall be appointed by the Chairman
of Central Counc11 to serve as voting members of the Committee. The
Chairman shall be named by the Fadulty Cheirman from among the teaching -
Facpulty members of the Committee. The term of office for the Chairman
and Committee members shall be one year. Re-appointment of the Chairman
and members of the Committee shall be possible. '

[

« b. Functions: Tq recommend to the Executive Committee of the Faculty

Senate general policy relating to the professional affairs of ‘the faculty;
general policy on criteria.for promotion and tenure of teaching Faculty.
The Chairmen.shall meet with the Chairman of the Student Affairs Committee
to consider recommendations affecting both Student Affairs and Facfiity
Affairs. At the request of either Chairman, a joint meeting of the two
Committees shall be convened and chaired by the Chairman of the Committee
requesting thé Joint meeting. Recommendatlons approved at the Joint
meeting of the two Committees sfia1l be referred to the Executive Gommittee.

, . - 12 5




. Section 1: Proposals for additions or changes in the By-Laws of the

Section 1l: Regular meetings of the Executive Committee shall be scheduled
Section 2: Regular meet1nQSnof the Faculty Senate ‘shall be scheduled by the .

Section 3¢ Special meetings of the Faculty Senate or of the Faculty, when

Section h Meetings of the Faculty may be called by the President of the

Section 5: Meetings of the Executive Cémittee, Faculty, Faculty Senate,

o " 3

Section 5: Committee on Budget : ‘

<
-

a. Membership: The membership of the Committee shall include at least
thirteen Faculty Senators; of this total, at least two administrative =
Faculty Senators shall be appointed by the President of the College and
at least eleven teaching Faculty Senators shall be app01nted by the

- Faculty Chairman in consultation with the officers of the Faculty. The
Chairman shall be named by the Faculty Chairman from among the teaching
Faculty members of the Committee. The term of office for the Chairman
and Committee members shall be one year. Re~appointment of the Chairman
and members of. the Committee shall be possible.

°*  “%b. Functions: To conduct a continuing study of t;:\bollege budget ; te///ﬁ\vA

, maintain liaison for suggestions on budgetary affairs from the Fapulty
to the Administrative Officers responsible for the College budget.--The
Chairman of the Committee shall represent the Faculty at the budget
hearings in Albany. o ~

@

ARTICLE X: MEETINGS g

by the Chairman of the Faculty Senate every week during the academic year

from September to June*while the Col%ege is in session.
',x .

Chairman of the Faculty Senate with the advice and consent of the Executive
Committee at least onee each month from September to June.

b
such a meeting is consistent with the purposes of the Faculty or of the .
Senate or is petitioned by 10% of the Senate or of the total Faculty, shall

be called by the Chairman of the Faculty Senate with the majority vote of
the Executive Committee. \ :

College at his dlscretlon. <N

Faculty Senate Committees, and Faculty Committees shiall be open to the
Faculty, administration, support staff, and students unless declared
executive sessions by majority vote of the respective bodies.

P

e

ARTICLE XI: CHANGES IN BY-LAWS

Constitution of the Faculty shall be submitted in writing to”the Chairman
of the Faculty Senate and must be supported by a majority vote of the
Executive Committee or by petition of 10% of the total Faculty. After
receiving such proposals, the Chairman of the Faculty Senate shall promptly
present them to the Faculty for its consider %10n and vote.

- 13 =~
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§ectlon\2' Revislons-and addltl@HS to the By-Laws of{the Con8titution of
the Faculty shall be enacted by a majority vote of the members of the total
votlng Faculty who shall have voted, subject to qu6rum requirements in
ARTICLE III, Sectlon -37of .the By-Laws of the- Qonstltutlon of the Faculty.
Voting shall occur nQ sooner “than one ;month following the’ original
presentation of. the proposals to the Faculty by the Chairman of the Fagulty
.Senete. .Upon enacttient, prpposals shall be 1ncorporated in the By-Laws'of
thﬁ Faculty Constitution, and become 1mmed1ately effectlve. .

A ‘ 2 . = ’

:“ A referendum on the 1nterpretatlon of any‘prov1sion of the Constltutlon of

-

%

s

[

‘the Faculty-and/or By—Laws may Be chlled for by a§major1ty wote. of the
‘Executive Commlttee or by a petltlon from"10% 6f the members f the. Faculty.“
AT referendum calling for reversal of 'a Senaterdecision may be called for by -
a majority vote of the Executive Committee or by a, petltlon from 10% of .
the Faculty. .A vote on any’referendum may be taken no sooner than one month’
follow1ng the orlglnal presentatlon to the tatal Faculty.“ A referendum is
passed when it is approved by a ‘majority vote of the members of the total
voting Faculty who shall have voted, subuect to quorum requlrements'lmpoeed

"‘ by ARTICLE. 11T, Section 3 of the By—Laws of the Constltution of the Faculty,

)
. e ‘;r‘. ‘ T
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ARTICLE XIL:, AMENDMENTS S
: v & : " .o - '\.
Section Proposals for amendment of the COnstltutlon of the Faculty may be
made ‘&t ‘nytlmx by an ad hoc or other'commlttee appoanted by the Executive
Cqmmlttéetfor the purpose of propos1ng amendments to the Constltutlon Such .
proposed w-endments need only be accepted. by the Execubive Committee before
belng,pre‘inted to the Faculty. :They shall, be’ voted on by the Faculty one.
Qnonth Eftex the orlglnal presensation. . . . o
Section 2: ‘groposahs for amendment may” be submltted in writlng to the "

.Chairman " of the ?aculty Senate by any member of. the Faculty, provided the
proposal .is supported by. petltlone of, 107 of the' Faculty. The Chairman oY
~the Faculty Senate shall submit pr0posals ‘to thé vote of the Faculty at a
time and place;determlned by him, with the advice of the Executive Committee
and consent of'ithe Faculty Senate,<but no -sooner than one month after. the

original presentatlon of proposdls to the Faculty : . “ ’
Section 3:- E Enac ment of amendments to the Constitlon shall require a majority

vots of the members of the FaclUlty who shall have voted, subjJect to quorum ™
requirement’s: imposed by ARTICLE IIL,LSectlon 3 of -the By-Laws of the
"Constitution of the Faculty. FEnactment of amendments may be by a mailbox
bBllot or by vote of the Faculty at a Faculty meeting. If a mailbox ballot
is used, it miust be preceded by an announced open hearing for the purpcse of
discission of the proposed amendments. The Secretary's report of this
hearing shall be d1str1buted to the Facﬁlty prior to voting. &
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ARTICLE I:  ELECTION F e

»

]

Elective Officers ' k

-

Ll

1.

8]

Eligibility of Members

Menibers of the teaching FPaculty shall be %ligiblg for

electibn to an elettive office of the Faculty Senate.

- . ) Bl

Adminis strative Facultj are not eligible for election to

. an elective office, rnor for election as University
-. Senator, nor for election as Chalrmén of any of the
Standing Commltteea of the Faculty or Standlng Commlttees
.of the Senate.

v o

4
ki
Vacancies

1. Vacancies occurring in the Senate departmental membership
" shall be filled by'elect\on from the depar@ment in which
the vacancy. occurred, - .
2. A vacancy occurrlng in the adh;nlstrative Faculty Senate
" membership shall be- filled by ap901ntment by the
President of the Collége
3. All vacancies in the Senator-at- ~-Large memberghlp shall ~
; be filled by appointment by the Executive Committee with
approval by the Faculty Senate The appointee shall
serve the remainder of the academic year.
2: Elective Procedures

B

Presentation of the 51a§4_of Offlceru

1. One month before the annual ele
Nomlnatlons and Elections shall
nominees for

1on, 3 Committee on
resent /a siate of

Chalrman, Secretary, nd Treasurer. ,
" The Committeed 1 also prepare 8 slate of nominees for
Senatars-at- .at the desfgnated time requested by the

Execut We Committee. ~_ . \i>7Q§§<
‘be . L s
o, - 15 & -

o

<3
Do




C .

_Ql?

. 2. The Chairman of the Faculty Semate shall call a general '
o meetihg of .the Faculty at which time the report of the

; - Nomina%ing Committee shall be presented; a nominee must

‘ ’ “have consented to run for off&ce before“his name is added
. to the-slate.’

. 3., 'The slaté of officers shall be published in‘ the Faculty
S - .Benate by the Secretary of: the Senate at least two weeks
before the annual election.- : B

o

b. Time of Election s , _ ' ’

1. General elections shall take place annually, no later
.than May 1. : A .

2. The time of election shall be determined by the Chairman
of the Faculty in concurrence with. applicable provisions ,
of the Constitution and the By-Laws of the Faculty.

¢. Balloting

*

1. Votigg in electiops shall be by secret ballot .

Joution of 'the ballots shall
e Chairman of the Faculty

2. The preparation and distr
be the responsibility of
Senate. .

3. The procedure of counting ballbdts and announcing the
results of the elections shall be determined by the v
Executive Committee of the Faculty Senate, in accordance
with accepted parliamentary procedure.

' géction‘3'/ Taking Offici~‘/f o . Lo
] —_—— .

A member offic1ally elected to office shall take office on the June 1.
immediately following his election. <A meeting of the lncomlng Faculty
Senate shall be held, prior to June-1, at which time~Comm1ttee assign-
ments of Senators shall be confirmed for the coming year.

_Section 4: Election of Senators . 2 .

ﬂ

-~ -~ -

a.- Senators-at—large shall be elecbed‘hot later than May’l by
secret ballot by a simple majority of those eligible and voting
according to the quorum requirements of ARTICLE III, Section 3 of
the By-Lawg of the Constitubion of the Faculty.

b. Senators representing Departments shall_be‘elected by ‘a
method selected by the department. This 2lection shall take:-
place after the election of at- large’ Senatorsﬁand not latér than
May 15. - . ' :

15’3‘A

1.
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vo- ARTICLE II: APPQINTMENTS

Section 1: The Recording Secretary shall take. minutes of the Faculty
-Senate meetings and general Faculty- meetings and give a transcript of
. the minutes to the.Secretary of the Senate.

~ARTICE III: QUORUM

. Section l The guorum requirement for voting in the Faculty Senate
shall be a majority of the Faculty Senate membership.

‘Section 2: The quorum requirement for voting in the Ex tive Committee
shall be two-thlrds of the Committee membership. fo%v/ﬁeﬂ ' '
Section 3: The quorum requirement for the Faculty voting shall be
one-third of the Faculty membership. This quorum requirement shall

o apply to matters pertaining to the Faculty budget; consltutional or

-by-law amendments; election of officers of the‘Faculty, University
» Senator, and Senators-at-— large and referenda. ¢

- ARTICLE IV: CONDUCT OF BUSINESS -

Section 1: The/business of the Senate shall be conductéd in
accordance with{the provisions of the Constitution and By-Laws of the
* Faculty. .

B . . : ° . .
a Section 2:° All conduct of business in the Faculty Senate, not otherwise
prOViaed for in the Constitution and By-Laws of the Faculty, shall be in
accordance with Rules of Order, ReVised by Roberts. . .

-

Section 3: The Chairman of the Executive Committee of the Faculty Senate
shall appoint a qualified member of the Faculty Senate to act as
Parliamentarian. : _ - o

Section ks Any vote in the Faculty Senate, or 1n -the Standing Committees
of.. the Faculty or the Faculty Senate, shall be by secret ballot if
requested by at least one member.

Section 5: In cases of necessity, the Standing Committees ‘of the
Faculty or the Faculty Senate shall have the authority to meet during
the months of June, July and August and shall recommend any necessary
s policy. Any policy so recommended by a Standing Committee of the ¢
¢ " Senate.or of the Faculty shall not become effective until it receives
approval by the Faculty Senate.
wea

Q4 v L e
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- ARTICLE V: REMOVAL

Section 1: The elected officers of the Faculty can be removed for
gause upon a two-thirds majority in an open ballot vote of the Faculty

. ‘Senate. ‘Vote for removal shall take place only after specific charges
in writing have been given to the Officef charged and that Officer has
been riven an opportunity to make a defense. A vote for removal may be
reversed by a majority vote of the Faculty. ’ -

N | 5
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RULES CONCERNING THE JENATE

o

Place and Time gf.Meetings

The Chalrman of the’Faculty shall decide the time and place for meetings
of the Senate ’

Attendance ' i N

Attendanc7 Wlll be taken at all Senate meetings by the Sergeant at

Y Arms.
2. Senators shall not send substitutes to the enate

I w e

Votingl . L

1. . All. Senators, Officers, and student members of the Senate present
at Senate meetings may vote. The Chairman of the Senate may
reserve the casting of his wote until the announcements of the
results, at which time, he may vote in order to break or create
a ﬁle

2. The Senate shall pass its normal business by majority . vote A

"majority vote" means a majority of those votes cast, not of
) tho e present. ' o

o\
\\\\\\<3 Commuvication i \

1. The mover of a resolution or substantive motion in the Senate
shall submit & popy in writing to the Secretary to be read at the
time of the vote. .
2. Matters considelred to be of a confidential nature will be 1nc1uded
“ in the official minutes but, at the discretion of the Chairman and
.7 " Secretary, may be deleted from the published minutes. *

\ Transmlttal to thé Administration . | .
. o
1. All motions passed by the Senate that propose to clarify, establish,

or change college policies must be transmitted to the approprlate
admlnlstrative officer. A copy of such motions shall be sent to the

) Office of the College President.
"+ 2. The above communication shall be done in wrltlng by the Chairman of
the Faculty ordlnarlly within four days after the action.

~

Submlasion of Buulness uo the Senate . i

s

1. To insure more adequate con81deratlon, business will be cons1dered ’
in the Executive Committee or in the Standing Committees before
‘being placed before the Senate.

2. Items of business should be submitted te the Chairman of the ’ : : .
Faculty in writing three days prior to “the Senate meetlng ’

3. Matters of importance should -be delivered to the desk of the

Chalrman of the Faculty in person or through a colleague. ,
L@
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Y. The usual nrder of business for a parliamentary group will be used.
5,. Ney Items of business.will dppear on the Senate Agenda in the order
“received. However, the Chairman, with the consent of the Senate,

may create an order of business according to the relevancy of the
subjects.

6. Motions to consider iteme not on the agenda should be restricted

to emergencies. A !

The agenda should be appropriately announced. . .

In case of an emergency demanding immediate actioh by the President
of the Ccllege, business may move directly to anStandipg’Committee
or to the Executive Committee for its opinion.

o

RULES CONCERNING THE COMMITTEES

27 »
1 [¢

Place and Time gijeetings

Initiation of Business , v

1. The Chairman of the Faculty shall décide the time and place ‘for
meetings of the Executive Committee. -
2. Chairmen of Standing Committees will fall their meetings at a time

and place most convenient for the members of the Committee. N ¢

Attendance ’ .

1. The minutes of the Executive Committee and the Standing Committees'
will carry .the names of those who are present.
2. Senators shall not send substitutes to Standing Committee meetings.

3. A Chairman of a Standing Committee, %f unable to attend a meeting

of the Executive Committee, may send a Committee member to
represent the Committee at an Executive Committee meeting. He may
also appoint a Chairman for his Committee when he ig unable to
attend. '

4. An adminictrative representative to the Executive Committee may
send an Administrative Senator as a substitute.

%, The attendance of a simply majority shall be be required for acting
upon business. . ' g

-

1. Any PFaculty member, as defined in the Senate University Personnel
Pplicies, may refer a majter to a Senator or to the Chairmén of the
. Faculty. The Ognator may refer the matter in writing to- the
Chairman of the Faculty for assignment to the appropriate Committee.
2. Any Faculty member may-refer a problem to a Chairman of a Standing
Committee. : ‘
a. If clearly within its province, the Committee may “proceed,
informing the Executive Committee of the topic and its
source. T L _
b. Doubtful areas must be-cleared through the Thairman of the
Faculty. )
3. Students should channel business through their Central Council,
their representatives on the Standing Committees of the Faculty~ °
Oenafe, or the Chairman of the Faculty.
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“Level of Functioning of the. Committees

& . v ! : ¢

1. The Standing Committees will conduct their appropriate routine business
within the policies of the College. )

2. The Standing Committees may provide appropriate sub-committees.
a. The Chairman of anv sub-committee shall be a member of the

o pargnt Standing Committee.
‘ b. The sub-commitfee is responsible to the parent Standing
o Committee. ; :
ComﬁunicationA

w

1. Sub-committees of the Standing Committees of the Senate
a. ' The charge to the sub-committee shall be specified in writing.
\\5 This charge and the membershfip shall be reported to the
Executige Committee. Y
b. When the sub-committee has started a cer{ain d{régh{Bn of
. study, the Faculty will be notified through the-Standing
Committee Chairman's report to the Executivpﬂﬁbmmittee,- Sub~
committée Chairmen shall be responsible ﬁé? keeping the
Standing Committee Chairmen informed. Interested Faculty
* members are encouraged to attend the' Committee meetings at
which policies are being formulated.

c. Each sub-committee should report its recommendations to the
parent Committee in writing and give in writing the reasons
for its recommendations.

. 2. Secretaries of Standing Committees of the Senate .

a. Each Standing Committee shall choose a member to act as
Secretary for the preparation and distribution of minutes.

b. The Secretary of each Standing Committee will be responsible

- to see that a copy of the minutes is printed in the Faculty

Senate. ‘ ‘
3., Chairmen of Committees of the Senate : !
. a. The Chairman of each Standing Committee or sub-committee is
o responsible for announcing the time and place of regular
, . meetings in the Faculty Senate.. - .

b. The Committee Chairmen shall place significant parts of agenda
in the Faculty Senate so that contributions of interested

_ Faculty may affect policies at the Committee level.

c. The' Chairman of each Standing Committee shall promptly inform ¢

the Executive Committee of New Business. Reports to the

Executive Committee will highlight the more important parts of

the Committee minutes and keep the Executive Committee and -

Faculty informed as to the work of the sub-committees.

AN
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